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RESPONSIBILITIES OF LEARNING COORDINATORS 



CHAL LENGING ROLE • , 

Jaking on a Learning Coordinator (L,C.) position is by no 
means an easy assignment. In addition to excellent teaching • • 
practices and meeting school expectations, th^re will be additional 
responsibilities. Among the many "hats" you'll be wearing, you 
are about to become a public relations representative '^f or the 
Charles. County Board of Education and your s'ahool, a communications 
specialist, a "worker under stres^s" expert, land a top notch organ- 
^izer - analyzer - synthesizer. You are about to be -challenged and 
the intrinsic rewards can be tremendous ... 

r ■ ' . 

ROLES AND RESPON&IBILITIES ^ , , 

1. Assist in the development of ' appropri^^ lEP goals and 
objectives related to career e^iucation and CAST- activities ; 

2. Coordinate all phase related programming' which includes ' 
' ' submitting site requests, receiving and sharing information, 

and' monitoring accomplishmentiS of students in the caree;r' 
education class' and on the job site.- 

3. Implement the career/life, skills curriculum objectives and 
Utilize CAST material res6urces to teach the objectives. 

4. Follow phase procedures and assessment requirements ^ 

5. Provide pre and post activities related, to phase site 
ex;periences . 

6. Assist and guide students in making site requests. 



4 . 



?• Work with the employer/employees to prombl^e t'ranif erence 
of academic objectives and skill development . to the work 
site. • ^ ^ 

8. Keep updated student records and r^p^rt^s as \described in 
the procedural* se\tidn • . 
. S, -MHe.. to ..ennX^ests ana ope.a.on.. p.'oceaures. 

10. : Maintain communication and rapport with site employees. 

11. Serve as a liaison between the CAST program and your school- 
based sljaff;. / . . 

a. : ebmmunicate activities and outstandings accomplishments' 
to the Administratiohvand your special eciucation 
' ^ department. 
' b. When appropriate*, sjiare prpgram information with , 
your school to f amiliarize them with what we're 
all about. , * , ^ - , ^' 

'c. Communicate to teachers who haA^e your CAST 'students 
schedule information so that teachers will Ifcnow in 
• advance the dates and ^iijies of the dsty the student 
will 'be out of theii^^^asses for site experiences . 

12. Maintain communication with the project office on. a regula-r 
bag is to share student and program information and? any needs. 

13. Attend all Project CAST Learning Coordinator meetings. 
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RElliffiUR'SEMENT FOR 



TRAVEL 



TRAVEL EXPEt^SES 



Learning Coordinators are asked to use personal transport a- ' 

*'>>■!- 

tion to rnonitor students in the community and will be reimbursed 
for this expense at the currept county rate. (See Mileage , Chart ' 

y . ■ ■ . ■ ■ 

# 1) • • . . ' . _ ■ 



Learning Coordinators should complete /a JIONTHLY REPORT OF 
REGULAR AND .CONFERENCE TRAVEL EXPENSES form and submit it to the ^ 
CAST^ffipe AV!^thin j30 days after completion of the 3ite expei^^^. 
Forms ipay .be 'obtained from thje^^^ST Office. 'Each place visited . 
should te listed .individually, then the total numbdr of miles 
traveled that day can^ be reported. (See Sample Travel form) When 
' traveling from one school to another, specific mileages are giyfen-. , 
(See Mil eager Chart #2) Since ^Learning Coordinators typically , 



visit private businesses, .it is recommended that they keep a ml3?^age 



log by recording the odometer reading at ttie start and end of their 
monitoring each day*. ^ ' ^ . ^ ' 
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SECTION A - Regular Travel 



/3d I 



DATE 





Acctg. 
Only, 


Category 


Program 


' — 1 

Object 


Subject 1 


Cost 
Center 


Fund 


ArT\Ount ^ 


Section A 


















Section B 








'\ "' 








\ 

V . \ • 









PLACE 



NO. OF 
MILES 



DOLLAR COST 



Travel 



Hotel 



Meals 



Other. 



Total 



T sv^s . La. 



l.^H-S- Hi^li rig:, J^A - 



3^ 



Reason for Exceeding Limitaticfn: 




^fmployce Signature 



Total Regular Travel $_ 
Total Conference Travel . $_ 

Total Expenditures , 
Less Advance Funding S_ 

Balance Due or Refund- 

Monthly Regular Travel S_ 
Limitation 



Y-rJ^r^'^ A- 10-7879 (Part 1) 



' Division Head Sipiature 

» Part One does not give suHiciont linos in Section A, or if Conference Travel is involved, use both Parti 1 and 2. 

• 5 • • < ' 



10 



SECTION A - Regular Travel (continued) 
• . J 
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Mileage Chart 
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OVERVIEW 



Project CAST is an alternative career education program 
designed for high school age educationally handicapped students 
receiving LeVel IV and V special education services. This program' 
is currently.operating at four Charles . County high schools and the 
special education center. Tha Project CAST program focuses updn 

the student's development of skills which are necessary for in'de- 

s \ -;\ . 

pendent living, career decision-making, and job success. The 
entire project centers around the concept that leartiing^ occurs • in 
many environments; the community, school, and home together provide 

/I 



the arena for student growth. 
THE PROGRAM 



The Project CAST program, is divided into four phases, each 

phase representing d^elopmental steps in the career education 

«• ■ » 

process, v 



Project CAST Phases and Program Objectives 

Phase I: Career Awareness 
■ 

Objectives: To provide learning activities which 
foster student cxi^areness of the 
multitude of occupations that exist 
within the community. 

To provide learning experiences which 
will enable students to learn more 
about themselve^s y in relation to their 
present life style- ' 

• To provide students with educational 
opportunities which further develop 
independent living skills. 
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Project CAST Phases and Prd^am Otrjectiyes (cdntinued) 



Phase II: Career Exploration 



Objectives: 



To provide learning ^ictivities designed 
to assist students Jn the idantifioation 
of interests^ abilities^ environmental ^ 
and life style preferences and ocaupations 
which match these factors. - ' ^ 

To provide students with educational 
opportunities which further depelop 
independent living skills; ' ' * ' 



Phase IH: Career Investigation 



Objectives: 



To provide students with "hands on" 
job experiences to» in concrete terms, 
validate assumptions made regarding 
the student^ s "desired" occiqpations 
for future employment. 

Jo provide learning experiences designed 
to develop students' job seeking, 
maintaining, and terminating skills. 

To provide learning activities designed 
to enhance students' social and emotional 
adjustment in the working world. 

To provide ^students with educational 
opportunities which further develop 
independent living skills. 



Phase IV: On-TherJob Training/WdrkV Study 



Objectives; 



To provide learning experiences designed 
to help students obtain and be trained 
Nn self-selected occupations. 

To provide learning activities designed 
to enhance students' social and emotional 
adjustment in the workpng world. 

To provide students with educational 
opportunities which further develop 
independent living skills. 



ERLC 
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The methods use^ to accomplish the. Project CAST program 
objectives are diver§^. . During Phase" I : Cai'eer Awareness, 
students go on field trips to a variety of job, sites and guest' 
speakers come .to each schqol to speak to students, describe their * 
job, show the tools of their occupation, and provide insights 
whic^^come with experience in an occupation. Teachers dqvejLop 
lessons and activities for students which help them discover the 
numerous occupations existing in the community, as well as gain 
exposure to the job tasks involved with each occupation. Role 
play, simulation activities, survey i^truments , and other methods 
safe used to help students better understand themselves and to^help 
students develop the essent-ial V^dependent living skills. 

•During Phase II': .Career Exploration, students participate in 
shadowing experiences, field trip^n a limited basis , ap.d guest 
speakers come to the school but foi* a purpose which, is different 
than that of Phase 1: Career Awareness. As a student begins the 
Career Exploration phase of the program, he/she has already learned 
about a variety of job opportunities and is making some "tentative" 
decisions,^ sorting -information, and identifying" occupations of . 
personal interest. Shadowing, gueSt speakers, work samples, ? 
vocational evaluation, and other instructional devices are employed 
at this t^ie to help students explore these occupations of "tenta- 
tive" interest. Through the explorati<jn process, students learn 
..about present and future job outlooks, career ladder opportunities, 
training and salary requirem'pnts , possible work environments, work 
tools and tasks, and other important facto.rs which are characteristic 
of each occupation. Activities are also developed to he^p students 
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'»gaih a better understanding., of themselves. Each student is guided 
1 in the identification of his/her interests, abilities, and life.- 

\ 

style desires. This serves as a foundation and a basis for students 
in the measuring or matching of an ' occupation to oneself. During 
the Career Exploration phase, instruction continues in the indeperid- 
ent living skills, areas . » > , \^ 

^ The primary instruptional method utilized in Phase III : Career • 
Investigation helps tp make jobs, the world of work, career decision- 
making, and the need for developed life skills concrete for students. 
The Career Investigation phase of the program includes feeries of 
"job sampling" opportunities. Students select several occupations 
which they have explored and would like to experience. EaiCh student 
is placed with a worker (termed a Resource Person) at a job sil^e in 
the community and then observes the worker, learns job tasks, and 
gains a concrete perspective of the occupation and work environment. 
Students have 'the opportunity to "sample" about four jobs during a 
school year, with each one lasting about 3 weeks. Students, may spei 
between 40-60% of their school week on-site. CThe %. of time is h^ed 

upon the student's need, transportation, and site availabili$y-V ) 

' ■ r 

Subject area course credit, required for graduation, is offered to. 
students who are learning through the "job sampling" method./ Teachers 
monitor student progress at the job site and keep in close touch with 
each student's Resource Person. This information is 'Used to plan a. 
unified comprehensive program for the student when he/s|ie is in 
school. Once a week all of the Phase LII/ students in each school 
spend a period together to share experiences. During the Career 
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Investigatioif phase, as in all J>ther phases of Project CAST, students 

* . •■ ' ' * 

continue developing life skills, \. ' ' 

*i ^ ^Phase IV: On-The-Job Training/Work Study is designed to pro- 
vide students with specif ic'^ob . skilis in a self-selected occupation 
As a result of tfie Career Investigation experience, students in this 
vphase have gobd information to use <J.n selecting an occupation to 
pursue. After the student chooses an occupation, Project CAST staff 
provide ^sist3j,nce in' getting a paying posit ion, _ Commurjity job sites 
are identified and employers are solicited to train students,. Specific 
job skills are selected ior student, l-e^Lrning, Teachers monitor 
student development' of the^e skills ancj provide classrooni instruction 
in job enabling and life skills. A Phase IV student spends 20-80% 
of his/her school day on-site, up to four days a week. No time limi-'T, 
tation is placed up'on the number of weeks each student spends on-, 
site. The goal is to have studentsrtrained in a job (OJT):and main- 
tain that employment (Work/Study), unless the experience is* unsatis- 
factory* to the student, employer , parent , school, etc. As in'Phase 
III, students may earn course credit in academic areas through OJT- 
Work/Study. The Phase IV student participates in the "once a week" 
seminar sessions Xo share his/her experiences with other Phase IV. 



linar sessions to share his/her experiences with other Phase IV. - 
students . 



Project cast' fits in with other school programs ni 

Although Project CAST activities comprise part of the high 

J. . . * 

school curriculum for many Level IV and V students, it is not 
imperative or appropriate to have each student participate in 
every program phase. The ' Individual Educational Program (lEP) Team 
, in 'reviewing each student's lEP determines appropriate programming 
for the student. For example, it is certainly possible for- a 
stud^t to 'complete a Phase I and II experience, locate summer 
employment in a. trade (assistant 1:o a trade worker, etc .) decide 
that^the "l^jrade" is wh^t he/she wants to pursue, and have lEP team 
meeting results include Vo-.Tech placement for the _next school 'year. 
This student can tneet/ career and independent livftig skills objec- ' 
tives via utilizing the Project CAST curriculum - although the 
method of instruction may chang,e. 

** Complying with fiederal and state mandates arid county .procedure , 
students serviced thj|-pugh Pro ject CAST should participate in 
the general education program' and be removed from that -environ- 
ment, 'When and only to the extent that , their needs are not 
being met, even with supplementary aids and services. ^ 

v. 

•'■ ■ ' ■ \v- ; 

PLACING STUDENTS IN THE APPROPRIATE PHASE 

■ There are several crucial factors to consider when determining 
CAST phase placement. In order for students to get the most ou,t of 
the program, the teacher must view each student individually. In- 
accurate placement is to the complete disadvantage of the* student! 

Pleas© refer to the Phase Placement Section for specific guide 
lines. * / 

• 13 . " 
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SITE ANALYSIS/RESOURCE DEVELOPMENT ' ^ ■ 

'Project cAST is designed to teach sITud'ents about life ^nd thre * - 
community they will face when they finish school. In simplest 
terms this' is done by heaving students experience the community, 
the' world of work, and other ''after-school-life" situations, while 
in school. In order to complete this task, ^he active support of 
the community ^ must exist. Project^ CAST staff (in addition to ^ 
activities such as speaking to agencies arrd service organizations, 
etc.) must solicit community involvement in the jprogram.. The process 
used for this purppse is called Site Analysis and Resource Develop- 
ment (SARD) . 

What Is It? 

Site Analysis and Resource Deyelopment is 
the process ^used to solicit workers/employers 
participation in Pfoject CAST program Phases 
I-IV. This approach is utilized to identify^, 
record, and analyze specific job tasks and 
general site information which is crucial to 
the implementation of the community-based 
component. 

■ -» ' ' • 
Who »es It ? I 

Program Coordinator, Phases I and II ^ 

Program' Coordinator, Phases III and IV . 

r 

Anyone may provide ''leads'' for new sites by contacting 

% . \ ..■ 

the program coordinators. 

■ ■ : ■ : . f ■ 

..... . , ' 
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OTBER'^PROJECT COMPONENTS 



PARENTAL INVOLVEMENT 



In addition to the parental involyement requirements of 
PL 94-142, Bylaw 13.04.01 Annotated Code of MarylandT^d procedures 
adopted by the Charles County Public School System, Project CAST . 



includes 



1. Sign^a consent of parent/ guardian for sfudent to 
participate in Project CAST. 

2. Signed parent permission for Phase I field 'trips. 

3. Signed parent permission for Phase II shadowing 
experiences . 

4. Signed consent of the, parent /guardian prior to 
a student . placement at a job site. Phase III/IV. 

5. Signed consent of ' parent/guardian for student 
providing his/her own transportation to and 
from jol> site. • * 

6. Signed consent of^ parent/guardian if ^ student 
. will be transported in any vehicle while on-s-ite. 

7. Parent meetings. ^ 

8. Frequent communication with parents/guardians, 
regardiiig student progress. 

■ » *' • 

PROGRAM AWARENESS - 

During the year .''Project staff can present the program to a^ 
variety of audiences:, parents-s'tudents-buginess community-and school 
system personnel. A five minute presentation module is also available 
to all school personnel on a "sign-out" bgisis to use for the purpose-; 
of developing program awareness. x 



CONTINUlifG EDUCATION \ ■ i*^ . ■ • 

>^^ro ject ^CAST offers workshops and in-service sessions for 
teachers involved with, the program. Dtiring the s(j.|^ool year prri-, 
schedulei^d- Learning Coordinator meetings also take, place. The 
Jiearning Coordinator meetings are designed to address school- ; 
based needsT*^ * 

In addition to the continued educational opportunities cited, 
other resources exist to help in the professional development 
process? : ' / ' ' ^ 

1. professional texts and journals 

2. newsletters, pamphlets, and 
handouts 

3. resource people • 

■ /' 
. ^, Please communicate needs/desires for such materials/persons ' 

to the Project oCAST office staff. . - V. 
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MATERIALS 

AN Available RESOURCE: cast materials 

As a Project CAST Learning^oordinator you will have at your 
disposal a variety of instructional and professional materials and 
equipment. Jhese materials have been purchased by the program and ^ 
are housed in a central location near the CAST Office. The materials 
were sj^ected sgecifically i to meet CAST career education and life 
skills program goals. In addition, most of the materials are geared 
.to the high school special education student in terms of content, 
relevancy, and readability level. Thei||^are texts, workbooks, tapes, 
cassettes, film strips, games, multi-media' ki\s , Project Discovery 
kits., typewriters, and 50 bn. The content covered includes career .v 
educat^^on, career guidance, independent living skills, la;iguage arts, 
math, science/health, social studies, apd professional materials for 
teachers. , 



HOW DO I FIND^JUT WHAT SPECIFIC MATERIALS CAST MS? 



1 



All of «the materials we have are listed and indexed in the 
Project CAST Material Resource Listing. In the directory,, in the 
area of career education all of the materials have a summary and 
description- sheet which gives explicit details on the use and 
quality of the given materia!].. Periodically supplemental listings 
of new materials or summaries will be sent to you to include in 
*your directory so that it remains updated. At each of the high 
schools aijid the F. B. -Gwynn Center, the CAST Learning Coordinators 
have in their possession at least one copy of the CAST Material 
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Resource Listii*g. If for any reason you do not have Access to a 
copy of the direc-bjj^^Bplease contact the CAST office and we will 
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send you one. 
HOW AW WHEN DO I 

All materials will be available for, si^n-out at the beginning 
of the school year. The CAST secretary is the person who signs - 
^out the materials to you. If you are^amiliar with the; materials , 
you can* refer to"^ the .directory , call in your order to the CAST . 
secretary,^ and she will check the materials out in your name and 
send them to you through the pony. Please order in advance to allow 
sufficient time .for the arrival of t;he materials. The aUtprnative 
is stopping by the CAST office (Monday-Friday, 8:30-4:^0) or at the 
first staff meeting and selecting your own materials. New materials 
are ordered yearly, so it is^ advisable to drop by ;to previev/ the 
new items. Some new items arrive in late, possibly as late as 



October.. Please remember, all materials can be signed out any time 
during the scho^ol year. There are limited quantities of some 
^materials, and when this is thefcase the CAST secretary will inform 
you of the number yo\i majr sign-out within that series. 

BOW LONG CAN I HAVE THE MATERIALS FOR? . ^ ^ 

All materials may be signed out>v^hrough the CAST secretary;^ 
for as long as you desire, even for the entire school year. Howe\ter, 

i 

if another Learning Coordinator makes a request for a specific '\ 
material which has been completely signed out, you may be contacted 



to return it to the CAST office so that it can fee forwaTded on to ' \ 
^he next I^earning Coordinator. As much possible we will »try to 
meet your timeline needs. All ni^erials are to be returned €0 tHe 
cAST office, boxed and labeled by teacher ^ and school 'at 'the end of 
the jS'bhool yeai* according to-the date given on your timeline. You* 
may bring them yourself or send ^them through the pony. Ifr there 
^are any problems as we check them back in , the 'CAST secretary vjill 
be in touch with you. 

WHO'S RESPONSIBLE? ' • 

The CAST office maintaiijjs a material inventory which id^ntif ie 

1 

all of the parts of the material, quantity, and condition . When' k 



material is signed out in your name, you are completely responsible^ 
for it . If the material is lost, dalnaged, incomplete # or written in 
when its labeled' non-consumable , we expect exact catalogue reimburse 
ment to replace the item(s) or make repairs. Therefore it is wise 
to pass on this information to your students so they understand 
the consequences of writing in books or . . ! We are working with 
high school students, we should expect this leVel of responsibility. 

Please feel free to use any materials you find useful and 
appropriat^^hat you already have access. to at your schools or else- 
where. * . . 



* JiEGAL issues; 

• In any comifiurjitjr-based program, there are serious liabili'ty, 
issues to consider . V issuefe such 'as h accidents,' private 

transportation , and placemerit in hazardous occupations • can be 
dealt With by following the procedures listed below'. It is also 
important fbr us; to recognize- that; th^^^ in 
which it is difficult to determine who is liable for the incident^ 
Therefore it is imperative that you report to us immediateiy if ^ you 
become aware of any of the iPollowing: . , 

1. ■Student injury on site' * * » 

2. ptudent suspected of "damaging^ site ' 

- . equipmeri't /• [ ' " •■ ' '« ' : ';■ ■'■^ 

3. ' -student susf)^cted of theft ; ' 

; 4. student inflicts, bodil\ injury to - ; : 
a person on-sit^ >, ) : ' ' ; ; 

A. ACCIDENTS ■': , ^ 

■ . ■ ^ . ' • - • . . . ' ■ ■ ^ , . /v. :".. r 

» Iji any community, based career education program the potential. . - 

exists , for students to be inyolved in accidents while participating 

in site experiences'. Therefore ^ih border to participate in^3ite • ; . 

.e;3iperiences , students must obtain accident insurance. 

Phase ;I I , III / in^d^^ ly (ripn-^pai4 ^raust purchase accident 

insurance through Project CAST. Sinpe this policy only provides 
excess coverage we also suggest that . stude if ts oti tain dtheiv 
or medical insurance through their parents or schools. 
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As. paid workers, Phase IV students are riot ^overed by our group 
policy.. They therefore must purchase the 24 hour school accident 
insurance in addition to. any medical coverage they may have with 
their parents or employers. 

Insurance money ^.or verification of school insurance must be 
turned in to the CAST Office such that coverage begins prior to the 
first, site placement. Refer to timelines for exact dates. 



B. MEDICAL/HEALTH INFORMATION 

Certain medical/health information is required pri,or to begin- 
ning any site placement for Phases II, III., and IV. This information 
is needed to insure, appropriate ' site placement and ^nust be shared 
with employers to meet their health and safety guidelines. This 
information may also be needed in case of emergency. The MEDICAL 
INFORMATION form must be completed and signed by the parent each 
year prior to the first site placement. Refer to the timeline for 
due. date. / 

Students returning to school after a short-term physical dis- 
« 

ability or having othel' health impairments which may have Implications 
affecting tasks to be performed on-site may ^e required to bring a 
written statement with parent or doctor signature stating permission 
for and any limitations to participation. 
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C. TSANSPORTATION 



]?roject CAST does not provide insurance coverage for students 
who transport themselve^ ride with other students', or ride in 
vehicles while on-site. 

V 

Patental permission is the^refore required .i'n these situations. . 
Contact the CAST Office for the. appropriate permission form. 

d. EA7ASD0VS OCCUPATIONS 

The United States Department ' of Labor , has adopted child labor 
requirements which affect the age of and occupations available to 
students . 

As stated by. child labor laws, the basic minimum age for employ- 
ment in non-hazardous occupations is 16 years of age. 

■'. . ' ■ 

Employment of students 14 and 15,, years of age is limited to 

certain occupations, under certaD|.n conditions, which "do not interfere 
with their schooling, health, or well-being- 

Students employed in ariy "hazardous" occupation or around 
hazardous machinery must be at least 18 years old. 



Learning Coordinators an-d Program Coordinators, must stay within 
these requirements in arranging site experiences for CAST 



^■t^dents . 
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S. OTHER . • 

While participating on-site students may come into contact 
with or contract any number of communicable diseases, infections, 
or parasites (i.e., colds, childhood diseases, lice, etc.). Please 
make your students aware that this may happen and that accident 
and medical insiiijance does not cover these situations. Since ex- 
posure to these conditions could occur .anywhere , Project CAST 
assumes no responsibility for paying any medical expenses related 
to duch. exposure, 
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PHASE PLACEMENT GUIDELINES 



WHICH PHASE ? . . 

It is recommended that students progress through all , four 
phases of Project CAST in sequence. Students should remain in 
each phase for the entire school year anc^ make an effort to partici- 
pate in all CAST activities provided, except in rare instances 
where an accelerated prograrii is recommended. Some possible reasons 
for accelerated placements would be based oh the age of the student, 
their^/fftiase performance, or their previous job experience. 

For various reasons some students may not be fible to take 
advantage of ev^fy site opportunity. Students are not necessarily 
required to have 100% participation but they should be aware that 
non-participation could affect thSir progess to the next phase. 
Also, when the student completes the minimxun number oi site place- 
ments for a particular phase, this does not necessarily mean ^hat 
he/she has completed that phase. It is still reqommended that the 
student continue in. that phase for the entire school year and take 

advanWge of all on-site and classroom opportunities that are 

' - ' ■ ') 

available for the year. \^ - 

Incoming 9th grade studei^s are usually placed in Phase ! and 
changes in phase placement generally take place at the annual 

i ' ■ ■ 

review. New CAST placements or requests for changes in phase . 
placeraent during the school year should be brought to the attention 
'6f the PA)ject "cAST Office. The Program. Coordinators will^ consider 



;ion indi^ 



each student's situation individually/ based on information from 
the Learning Coordinator, and recommend phase appropriateness." 

Whether a change in phase placement is recommended or not it 
is always the responsibility of the Program Coordinator to arrange 
the site placement for the student based on input from the student 
and the Learning Cpordinator. 

f Anytime a phase change is recommended, the change must be re- 
corded on the lEP and initialed by the^ parent. 



FACTORS TO CONSIDER WEEN DETERMINING PHASE PLACEMENT 



WHAT QUESTIONS DO I NEED TO ASK? 



I 

iflf C 



ARD/IEP teams including a CAST learnin^Coordinator, the parent, 
and the student should consider the following factors wlien determin- 
ing phase entrance, phase movement, or phage" placementychat does 
not fallow 'the regular grade level procedure as stated previously. 
Whien any unusual- circumstances exist, the CAST Program Coordinators 
should be consulted. Please remember all CAST participants must 
currently be in a Level IV or Level V (as appropriate) special 
education placepient / * ' 1 

QUESTIONING CATEGORIES 

AGE( What is the age arid acttial grade of the student? 

, A. If a student is not yet sixteen he/she may 

not pai*ticipate in Phase III or IV due' to > . 

■ child labor laws. . 
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• B. If a student is over sixteen but actually 
in 10th gxade and plans on ' completing 
school, you may not want to accelerate, 
him/her on to Phase III because the student 
may become quite bored going through one 
phase for two years. . ^ 

Be aware that if a student ^kips a phase 
or more there may be some resentihent from 
fellow students who have "earned" their 
way up through the phases by attendance 
and performance! 

CAREER ' 

MATURITY Previous experience with work and daily living activities 

^ A. Has the student ^Participated in career 

awareness, exploration, inviestigation , or 
on-the-job training activities? If so, 
what is the student *s level in the 
following areas: ^ 

1. Student *s awareness of a variety of 
/ occupations (name, function) and how 

they interrelate, PEASE I 

2. Student's understanding of self 
(behavior, likes/dislikes, strengths/ 
weaknesses , etc, ) • TEASE I ccnd II 

3. Student *s understanding of self 
with relation to occupations for * ^ 
future pursuit (realistic?, in- 

, . formed!, etc.). PEASE II > 

4. Student *s indepth knowledge of 
an occupation(s) (for example: 
Student, "The job entails Chopping 
wood, by myself, outdoors, all day 

' long. I know that! I like it! I've 

done it and know where I can go 
• with it! I want it!") ^HASE III 
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5. * Student's proficiency in an - 
occupation of his/her choice. PHASE IV 

B, What prevocational , education , vocational'^N 
guidance, and/or vocational evaluations 
has the student had? ^ 

C. What , decision making/problem solving 
abilities does the student possess? 
More extensively in the upper phases, 

the student will be involved/in making 4 
career plans and solving problems which 
can occur daily on the job. Skills in 
this area are directly related to the v 
degree of success the student will 
have in the, world of work! 

What are the students' strengths and weaknesses i 
the area of school and work-related habits? 
Attention span, level of ^motivation , 
organization ability, activity level , 
adaptability to changes in routine , 
schedules, clas6 attendance, class 
participation 

How effectively does the student manage his/her 
behavior? Keep in mind the degree of self manage 
ment skills that are required in the work worJLd. 

A. Does the student accept authority, 
limitations, rules, responsibilities, 
and critici^? 

B. What are the students' attitudes 
about self? Does the student exhibit 
positive self attitude or. does he/she. ^ 
approach new experiences with expecta- 
tion of failure? • 
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LEVELS 
OF 

TOLER- 
ANCE 



4\ 



C. How does the student participate , 
in relationships with peers, groups, 
^ and adults (power struggles,* fear, ' [ 

withdrawal). . . 

What are the student'^ physical , mental , and / 
emotional tolerances? To what extent can the 
student handle physical stress or exertion, 
extended periods of ^concent ration , environmental 
^stimulation, interactive environments, activity 
oriented situations, and/or distractions within 
the environment that may be encountered in 
occupations. 



If a student has participated in a previous pASff phase, please 
consider quality of participation, monitoring and evaluation 
feedback, site attendance,, career education grafles, CAST inventory 
scores, aiM phase data sheets prior to considering a phase place-^ 
ment change. , \ . 



Some^of the factors described above were from: 

Education and Work Series^ Preparing Handicapped Students for Work^ 
Alternatives for Secondary Prograrming; Carol Af. Johnson; The 
\ Council for Exceptional Children 

Assessment in Career Guidance: Toti)ard Truly Bevelopmintal Counseling; 
Donald E. Super; The Personnel and Guidance Journal' 
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PHASE PLACEMENT CONSIDERATIONS : SUMMARY SHEET 



FACTORS 



1^. Age /Grade 



2. Previous work and daily- 
living experience 



School and work 
related habits 



Social performance 



5 . Tolerance Levels 



6. If already in CAST: 

Assessment information, 
CAST Inventories, \ 
Monitoring and Eval- 
uation, Site attendance. 
Career education grades. 
Data sheet information 



RESPONSE 



This is stHotly qytool to use as reference when discussing CAST student placements 
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PROCEDURES FOR PHASE I 



Procedures for Phase I are structured into three time periods: 
the beginning of the year "se'tting up", the site placements, and 
the end of the year tasks. 

I . SETTING UP 

* ■ . • 

STEP I : ' ' ' 



The first step , which should be done by the end. of the first 
week of school , involves checking the CAST Phase I class list against 

ARD; student files. Each student on your class list should have a 

*, • , ■ ^ • ■ 

career education goal on hisyher lEP, Part I, ^nd each student should 
also be in a Level IV or V placement. If this is hot the case an 
ARD/IEP meeting needs to be arranged through the ARD Ghairperson to^ 
correct, delete, or add on a- career education go^al. . It is a good ide 

to run through all 9th^ grade Level IV students' ARD files to assure . 

' * ' ' ' . , '■ ■ ' 

that all who have a CAST goal are indeed on 'your class virst. • 
^ STIIP II : ' ^ 



Once your class list is finalized, tbere are specific foriris and 
information sheets which nee'^d to be sent home for parent signature, 
returned to you, and sent on to the CAST Office to be placed on file, 
A copy of each form will be sent to you to place in each student's 
CAST folder. The student Information sheet. Project CAST Release 
form. Permission to Test form, and a ''CAST ^Parent Question and Answer 
shieet are sent home for signatureaiid information. The student 
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^^Ja-f ormation form has emergency personal information. The Release 
form grants permission to participate in CAST, and the Permission 
to Test form must be signed prior to testing'Phase I students on 
the SPIB, V/oodcock/ Johnson , and CCDI-I pre and post tests. (See 
Forms Section for descriptions) 



Collect and record on the Phase I Class Forms Checklist 
all forms returned by the parents. The checklist provided an easy 
recordkeeping and management system, ^end all signed forms on to* 
the CAST Office according to the Timeline. 

The Learning Coordinator should maintain a file folder on 

each student and file his/her: Data Sheet, test protocols, Career 

' ' * ■'^^ ' ■ ^ ■ ' ' 

Knowledge and Preference Information ShQ.e t ; copies .of the Rele2\,se, 

• ■ ' \ ■ . ■■ V * 

Information form, and Permission to Tes^Worm, and other items, , 

as appropriate . 

■ ■ • ■■ ■ >' ;* ' ' 



STEP 3.: 



A 'tether form pack/ is given to e>ch Learning Coordinate 
at the beginning of the school year. The forms pack incMdes ybur 
class list, Class Forma Checklist, Data Sheets, Field/Trip Request 
and Schedule forms. Field Trip LC. Evaluation forms,, |^uest Speajcer \ 
Request: and Schedule .For LC Evaluattpri forms. 

Career knowledge and Preference Information" Sheets , and Student 
Surveys;. (See the Forms Section for descrip.tiions and instructions) 
Keep these forms in an accessible location to use as you need. 



II. SITE EXPERIENCES 

STEP I ^ ^ 



The Learning Coordinatar is rresponsible to refer to- the 
Phase I Course Outline and Timeline to determine the dates to tur^T 
in the Field Trip Request' ind Schedule forms. A few days priotr t6\ 
having to sen^ in the request form, take time to review the 15 
Occupation^ Clusters (refer to lasV sanction of the handbook) with 
your class and facilitate group decision -making on tjv^ types of 
businesses they want to request. l.^:^- . * 

'. r '*> ' ■ r*' 

' . Eefer to the Forms Se.ction of the handbook for' instructions on. 
how to^^ use the Field Trip Request a^^ Schedule form, the Program 
.-Coordinator^^ at the Project CAST Off ipe is responsible for conta6ting 
businesses and setting up the field trips. ^ There ar^ seven field 
tri'p^ .p school year^and geneTally three" business sites are visited 
p6r>^leld trip/^ ^: 

STEP II :r . ' V ■ ■= 

V . Upon refceiving confirmation d:tf ,f ield trip sites, prepare 

your Students (See Curriculum Section>^^pr what. they might see, 
expected bus.7 and on-si'te behavior, andVappropriate grooming and 
dr^ss, where tp meet the CAST bus and at what time the bus departs. 

. . 

l*he .bus ;.driver will stop at any fast food or -restaurant on the 'ibute , 
.fpr.lWch. Refer to your confirmed schedule to see whs^time lunch, 
is at arid^'^^^ about where you would like - to eat lunch. Remind 
Students the day before the field trip a^out meeting the bus and 



bringing avbag lunch or money to buy lunch* A few days' prior to 
the field trip make sure to giv^ .a copy of your field trip schedule 
to the school office. If you hsuve a large number of students, please 
have aide or chaperone Join •you. Contact the Program Coordinator 
if there are any difficulties in arranging sufficient field trip 
teacher coverage. ' ? * 

STEP III: / ■ "'^ ''^ 

On the. day .of the field trip round: up your students,; sign 
them but of the building, and climb aboia.r4! .'-You should have y pur ^. 
clipboard and Field Trip LC Evaluation forn]i right wi4h you to record ■ 
on. The LC is responsible .for promoting student questioning an'^d 
also functioning as a PR agent in th^*community . How well your 
^students behave and shov/ interest has (^rect impact on the Resource 
Persons' (RP) desire to conduct future field trj.ps fpr CAST students. 
The RP can feel as. uneasy about conducting a field trip as yoti feel 
about entering an uiwamiliar environment. Please be helpful, consid- 
erate!; and at the eird of the visit take , a few minutes : to {share what 
went well, things of particular ' interest to your students, and any 

^suggestions you may have. Try tb stay on schedule and wrap ;ttp eac;^ . 
4 ' ^ ^" 

site visit on time so that you* arrive onetime to thfe next site. ^ 

v ' ^ During lunch, absolutely no students'; are to be on the bus 
without the teacher and bus driver present. Ususally field trip'^' 
departure occurs during second period and students arrive back at 
school during the middle of seventh period. All teachers affected 
by the field trip and the absence of CAST students in their vClasis ' 
should receive advance notice fjrom the Learning Co^ordinator . ' 



STEP iv/ r.'. ^ 



" . . , Oii;;*the r^SjiM trip' t6 ;^ the-' s^^^ the next day i . discus^ . 

student impressi'ons /opinions etc /and then have ' 

each student complete a Career KEi^QWledge and Preference Information 
^ShBet, 'The LC is responsible to;tuVh i^.'t Field /Trip LC Evalua- 
tion f6rm to the CAST Office according to the date indicated on the 
Timeline* Throughout the year /tiTe XC updates the student's Data 
Sheet to reflect the student's participatibh on field trips. 

II. END OF THE YEAR TASKS 

Learning Coordinators complete Data Sheets and studehts 
need to complete the Student Survey forms. Send these forms, ^long 
with the CCDI-I pre and post test Student Score Worksheets, the 
CK&P I Sheets, and all^'CAST instructional materials through the pojiy . 
according to the- Tiirifeline date indicated. Contact the CAST. Office 
prior to your le^" work day to* confirm the receipt of your materials 
and form$. ! ' . 



PROCEDURES FOR PHASE II : v . ^ 

• ' Procedures for Phase II are structured into thr^e time periodis 
the beginning of the year "set up" tasks, site placements, and the 
end of the year tasks. 

I. SETTING UP 

STEP I : 



A. Check to, confirm there is a Release form on filf on each^ 
of your students and art lEP, Part I goal for CAST, 

I ',■ : -fi r 

B. Send home for parent signature : 

1. I^nformat ion/Medic Ml form ). 

Updated personal,! medical, and insurance inf orrnatlC)i 
is requested to bd on file in the CAST Office prior 
to site plac^meritv The Inf ormat ion/ Medical form 
a; check-of-f : for parents to return the form with VIS : - 



A- 

insurance^; .moiijg.yi % 



rmission to Test form 



[Grants permission for you to administer the CCDI-I 
in the Fall and Spring. If the student did not' ; 
have the SPIB or Woodcock/Johnson during Pttase I, 

it is then necessary to do this testing In Phase II 

•J 

3. All Phase II students must purchase Volunteer 

Worker's ^surance (VIS) in order to participate 



on site ^exper^^ Once the pariefi't 

the accident' insurance money / the- LC records the 

* • * •' •. ■ ■ '• ■ • *" 

' payment on the In format ioii/ Medical form. 

C.^ Collect all signed forms apd' VIS money and stend ' ^' 

' td the CAST Office along with your confirmed;; > 

.Phase' i I class list according to | the'' Tdmeline 
^ due date. 

STEP II : : 



Set up individual CAST student folders, your Class Forms Checklist 
and Data ISheets." (See Phase I, Step III) The Learning Coordinator 
receives a "teacher forms pack" from the CAST Office which includes: 
a cl'il^'^i' list , Class Forms Checklist, Data Sheets, Shadowing Request 
forms. Shadowing LC Evaluation 'forms , Mileage/Travel"' forms , Field 
Trip and Guest Speaker Request and Schedule forms and LC Evaluation 
forms, Carreer Knowledge and Preference Information Sheets, and Student 
Survey forms. By having the forms you need for the school year on 
hand., it should pake the process easier. Please, keep track of exact 
miieafe^ while monitoring' shadowing sites and turn this in to the CAST 
Of ftce at the end of each shadowing experience. 

fl; - SITE EXPERIENCES 

STEP I.: 

• The Learning Coordinator is responsible to refer to the Phase II 
/bourse Outline and' Timeline"* to determine the dates to send in Shadowing 

Request and Schedule forms c^r Field Trip Bequefet and Schedule forms. 
♦There are four sbadowings and one field trip scheduled during the year. 



^ AO 



Guest speaker requests can be made on a monthly basis throughout 
the year. Several days prior to the due date for the shadowing 
requests, start meeting individually, with students to gather 
information on their shadowing choices . The shadowing choices n 
should be listed on the request form according to first, second, and 
third preference. Students often forget job titles, so once they ) 
give you some clues, share the many jobs they may be describing. 
The purpose of shadowing is to explore many jobs, so for each shadow- 
ing sugge^st to the student to try something new. Part of the LC's 
role is to provide guidance to the student in making inforired, 
realistic choices. Please remember, we all have dreams and some 
higher level goals to aim for. Our students have that right and 
should be allowed to experiment in more challenging worker roles. 
The LC submits the shadowihg request to the Phase I /I I Program 
Coordinator at the CAST Office. ^It is the Program Coordinator's 
responsibility to set up the shadowing experiences. The purpose and 
structure of shadowing experiences is explained in more detail, in the 
Curriculum Section. \^ 

STEP^I: • f , ' 

Upon receiving confirmation of shadowing sites, prepare 
your students as you did in Phase I . In addition, provide your 
.students with constant reassurance, deal with specific student 
concerns or fears, specif ic dress requirements , breaks and lunch, or 
other site specifics you are aware of. Equally important is preparing 
students to appropriately interact with the Resource Person and other 
employees. Let your students know what day they go out on, bus pick- 
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up times., and that you'll be driving behind the bus and will walk 
each student into their site and check back-ori them later that day* 

^* ■ ■ ' / 

The Learning Coordinator is responsible to inform the 
school* of f ice of where each student will be by giving the office 
personnel a copy of your shadowing schedule form. Please give 
prior notice to teachers who may expect the CAST student in t-heir 
class that day. Class coverage may be needed if your shadowing has 
been scheduled on tWo days. Shadowin^s usually run from second to 
seventh period. Students shouljd^know how to sign-in when they 
arrive back at school and what to do next . 

o 

STEP III : 

On the day of the shadowing^ sign-out students, get the 
students on the bus, and the Learning Coordinator drives behind the 
bus. Carry your shadowing evia.luation forms, shadowing confirmation 
list, and clipboard with you. As you walk the^student from the bus 
into the business, find out from the bus driver the expected pick-up 
time. The student should be waiting inside the front entrance of the 
business at the time the bus driver is expected to pick him/her up. 
Introduce the student and yourself to the Resource Person, quickly 
see the student settled in, and- continue to drop off the rest. of the 
students. Then, return to each site to observe and evaluate the 
student and to chat with the RP about his/her impressions and what 
took place on the shadowing. Don't forget to give some feedback to 
the RP. He/she needs reassurance as well! The CAST Office requests 



each Resource Person to complete a shadowing evaluation on his/her 
student. Upon .receiving the.RP evaluation at the CAST Office, a copy 
will be forwarded to you to share with ^he student. 

STEP IV: 

' * ' ' 

• . .» ■ 

' ' The next day students should share and discuss their, 

experiences, achievements, disappointments, etc. and complete tfie 

Career Knowledge and Preference Information Sheets. The LC is 

respons^le to send In- the LC shadowing evaluation^ according to 

the Timerine. 

III.. END Og^THE YEAR TASKS ^ ^ } 

Learning Caordinators complete^ Datst Shi^ets and students 
ije,ed to complete the Stu^del^ Survey - fbrrns V Send thj^ 
"With the CCDI-II pre- and .;post test StU(^eivf Scorp' .Woi;ksheet the 
CKSePI Sheets, and ALE CAST instructional mat^ials through the. pony 
according >to the Timeline date indicated. Contact the CAST Office 
prior to your last work day to confirm the receipt of your material) 
and forms . . • 



*** Due to the fact that Gwynn students * shadowings 

last five days., "training^ on-site expectations, 
and monitoring will be somewhat different. As 
the process evolves, an addendum will be placed 
in the handbook on specific procedures for Phase 
II at the Gwynn Center.. ^ 
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PROCEDURES FOR PHASE III >, 

Procedures for Phase III can best be divided| into four areas 
setting up at the beginning of the year, the site placement cycle 
post testing, and end of the^ year tasks. 

I. SETTING UP 

A. Parental Permission Form 

Parental permission (Release forms) are required for 
program entrance. Check to confirm one is on file. 
A Project CAST Parent Question and Answer packet and 
letter accompanies the form. 

B. Information/Medical Form ■ 
Updated personal-, medical, and insurance information 
is required^to be on' file in the CAST Of fice l^rior to 
any Phase III site placement. The Information/ 
Medical form should be completed and signed by a 
parent each year. Students returning to school after 
a short-term physical disability or other .health ira- 
pairment which may have implications affecting tasks 
to be performed on site, may be required to have a 
doctor's note stating any limitations for participation. 

C. Accident Insurance for volunteer workers (VIS) must 
be purchased through Project CAST prior to the first 
site placement. Premiums must be received by the 
insurance company by the last day of the month prior 



to the site experience. Uninsured students will not 
be permitted to attend sites. Pajonents should be 
'^^ rie corded on the Information/Medical form. 

II. STUDENT SITE PLACEMENT CYCLE 

This cycle consists of ten steps and will be repeated four 
times: once for each job sampling experience. These ten steps can 
be divided into pre-site tasks, on-site tasks, and post-site tasks. 

A. " PRE-SITE TASKS 



STEP 1 



The Learning Coordinator will provide instructional 
a^jj^ities which will assist stujients in selecting- and ^ 
ptfilpiriitizing ^thr^e possible sites i It is important that 
fek^^* student is extremely familiar with the jobs .he/she 



hasaisdiected, the tasks performed in the job,vt1^Q wort:. 



r.iQj \ »^qiuirement^ arid environment, and the abiliti^'6^^^ i^^^ skldls v "^'.^^^^ 

. ^.^l^. ' ^^^tm^^'^V .^o perform in the selected occupations.^ 

'^^^^ 'i ^i^j^Km^ of the teateher to provide guidance to the 

yj^^^ informed, realistic choices.^ j "^^^ 

J the site .request form to the CAST Of f ice . ' 

^ n practice job seeking skills by completing ^ Ki^^ 

*V\ v; j^pb 'for their choices. r 



STEP 2: 

The CAST Office will arrange site placements, ,fill 
out the placement forms, get Resource Person signatures, 
and deliver these forms to the Learning Coordinator. 

STEP 3 : 



The Learning Coordinator will be resp9nsible for 
Obtaining teacher /parent /studeijt signatures, assisting 
students in completing their ovm work permits, and 
returning these forms to the CAST Office as soon as 
possible . , , ^ 

STEP 4: <^ , "J^if"' 

The CAST Office will process the signed forms and 
distribute copies to the Resource Person, teacher, 
student, and^parent. Site traWportation confirmation 
will be sent to the Learning Coordinator. 

STEP 5: ' : ' \ 

• - ■ 

The Learning Coordinator will prepare the student 
for his/her first day at the site (appropriate attire, 
lunch arrangements, sign-out procedures , transportation 
arrangements. Resource Person name', job expectations ^ 
while on-site, etc.) , 
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ON-SITE TASKS 

* ♦ . ■ » 

STEP 6:_ ^ - 

a. Monitor students at their sites using the 
Teacher Monitoring and Evaluation form 

^provided. A minimum of three monitorings is 
expected during a regular site experience, y - 
Emphasize * correct work habits and attitudes. 
Record attendance, tardiness , performance , etc . 
Tie-in academics and skill building activities. 

b. Make sure^ that each student 'signs-out' through 
the school office every single day that he/she 

leaves the school to go on-site and is waiting 

•* 

for the bu§ at least five minutes before. .the 
designated time (and waits at least five minutes ■ 
if the bus doesn't show at the designated time) . 

c. If a student is absent they should call and leave 
yc^if a message before school and also call the 
Resource Person-. You should call the RP after 
the bt^ses leave to ensure that he/she is notified 
and to code the absence. AB - absent but student, 
called in. U - unex^used, student did not call. 

d. Talk with empioyer/Resource Person weekly 

(maintain contact) , let them know that you are 

■ . • ■ ' \( • 

there to help and provide the employ^r/RP with 
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constructive feedl|)ack pti his/her effectiveness 

with the student(s ) V 

Observe each student to: 

1. Identify enabling skills needed 
for specific; j>^b tasks. (So that 



you can help dgyelop them in the 



classroom. ) 

2. Ensure that the student is learning j 
not producing . (This is a non-paid 
experience and students should not 
be repeating the same tasks 'day-in 
and day-out' independently.) 

3. Help him/her on-site, if appropriate, 
to acquire new skills. 

4. Bring back to the classroom information 
Which will!:help the student in the 
career decisions-making and work adjust- 
ment process. 

Leave word, in written form , with your school 

office each and every time you leave your bUild- 

ing for Project CAST purposes. Many schools have 

professional/teacher 'sign-in and sign-out' sheets 

for this* purpose . ^ 

Encourage the Resource Person to let you know if he/ 

she is having a problem with the student on-site 

and the first intervention should ^e. made by the . 

Resource Person with the st-udeht. Continuous and 

carefully planned monitoring sessions build-in the 

opportunity for RPs to let you know of difficulties.- 
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Make sure they have, your school telephone 
number and know to call you for student 
programming needs. Also let them know 
that it may take a full day.^for you to 
returil 'a call . • - due to your class schedule. 
Reinforce the statement, that for all EMERGENCIES 
they must cstll "the Pi&oject Office, ^ 
h. Share your monitoring observations (good -and ^ 
badji with the student •^!r:i^ately each week and 
use. them in determinin'g, grades . 



STEP 7: ' . C ■ / ■ ..■ ^ - 

The Learning Coordinator should have RPs complete an 
evaluation form and collect it from them at the end of each 
site 

POST-SITE ^ . ^ 

STEP 8: 

The Learning. Coordinator should meet with students 
individually to ^are final Resource Person and^ Teacher ^ 
Evaluations* with them. ■ ./ ' 

STEP 9 1 ) . / 

The Learning Coordinator ' should assist students in 
evaluating themselves and their sites, completing the . 
Student Self Evaluation form individually. Additional 



•group post-site activities should be . pla'nned^ 

.th€ 



address CAST Objectives in 'the area of Occupational 



Knowledge . 

. STEP 10: .\ ■■: ■ 

The Learning "Cod^rdinator should update Data Sheets, 
r organize evaluation forms by student an^ phase, prepare 

.: reimbursement fcy7ns,vand send all this in to the 

, • r'v:; CAST Of f ice . 

III. TES-TINQ ' 

Phase III students should receive the SPIB and the . Woodcock/ 
Johnson in the Spring. Q^.t parent signatures on Pferraission tb Test vv 
forms, then give eeich student ^he tests. Allow plenty ol time since 
the Woodcock/ Johnson is ah individually administered test and will 
require approximateljr 40 minutes per student. Record \tjie clujgter 
graQ^' -scores from the Woodcock/ Johnson in a blank area on ;<fhe Data 
Sheet and the total and percent scores for the SPIB' in the appropriate 
space. , 1^ 





IV. END OF YEAR TASKS 

' . . . -'v , 

* ^ ^ Learning Coordinators should have students coinplete the 

Student Survey. They should complete all Data Sheets and turn both 

1 forms into the CAST Office.. LCs should also return any' CAST 

instructional materials through the pony. . ' 



i f . ■ . PROCEDURES FOR PHASE IV 

* .ProQedures.' f^^ Phas^ IV can be divided .into three areas : * 
tting. up, placement , and end*6f thfe year tasks\y " 

SETONG UP \ ^ , \ 

A. Parental .Permission Form ^ c 
Check to cpnfirm that a .Release = form is on file, . 

B. Information/Medical Form • : 
Updated personal , medical , and insurance information 

• is retiuired to be ^on ^file in the CAST Of f ice prior -to ' 
any Phase IV site placement. The Informa-tion/Medical 
form should be * completed 'i.nd signed by. a parent each 

. year. Students returning to school after a short-term, 
physical disability, or other health impairment which 
may have 'implications affecting tasks to be performed 

on site, may be required to have a -doctor 's note stating 

' ■ ■-■■:y. ■■■■*: ■ ■ ^ ■ . ■ .... % ' '■ 

' . any limitations for participation. - ' 

C. Accident Insurance ^> ^ - , 
Students without pre-arranged jobs shquid* purchase ' 
VIS insurance with the Phase Ill^s^dents.. This will 
cover them as non-paid' wo'rkers. . OnVe paid positions . 

. are folind, VIS wiil*no longer provide coverage. The 
24 Hour School Insuran^ must then be purchased 6ven -"^ 
though it se6ms ^xpenslV6,.v This will provide coverage 



wUi lie students are away Irom school; the -regular 
school insurance and yiS>*will hot provide the 

coverage that they nked. Also, as paid workers 

* " • ''. '. •' 

, these studeats will be in a better position to 
afford [this premium. Pay your^ school representa- 
tives and send word to'Vh^^ Office before 
the job begins. 



STUDENT 1>LACEMENT , 



Th'is is the ^^Aine as Phase III for most* steps. 

A1- PRE-SITE TASKS ' 

STEP 1 : - . . 

Students without jobs can .jyal'ticipate in job ' 
saraplingi^i> Submit separate Phase III and Phase 
rv reque^sts. Phast IV requests can be submitted 
■ ; ; throughou-^the year. , 

. " STEP 2: . . ' 

\ CAST Office wiiil ^jj^ist students in the job 
seeking vjtrQcess rathq^ than arrange their sites - 
for them. 

. ' . ■* * ' ... . 

STEP 3: - ■ • ' - . \ . 



The Learning Coordinator will be responsible 
for obtaining teache^/parent/student sj.gnatures , 
assisting students ^in completing their own work 
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permits, and returning these forms to the CAST* 

^ ' . •* • * • . • ■ • . . 

Office as soon as possible. 

, ■■ ' * 

STEP 4 : 1 ^ . • I m 

^. • i ■ * * * . • . 

The CAST Office will process the sigiled *brms 

and distribut^ copies to the Resource Person, * teache if, ' 

;>i;;^student J and parent. Site transportation ^confirmation . 

f will .be sefnt to the Learning ' Coordinator . *^ #^ ^ 

• • • 

STEP 5 : 

The Learning Coordinator Mil prepare the student 

for his/her first day at .the sij^e (appropriate attire,^ 

1.. ' * . 

lunch arrangements , sign^out procedures, transportation 
arrangements , Resource Person's name, job expectations 
while on site, etc*)- 

* " n 

.V ■ . ■ ■ • 

. . U 

ON-SITE TASKS ^ v 

STEP 6 : 



^'j^' Monitor bi-monthly ^ as a "minimum**. 
STEP 7: - 

Collect Resource Person* evaluations quarterly. 
(See Timeline.) ^ * -c 



PQST-SITE , ^ ■ . ' 

_ STEP, 8 ; 

♦ 

m ' ■ 

H 

^ The Learning Coordinator should meet with students 
Individually to share fijaal Resource Person and teacher 
evaluations \yith them. 

STEP 9 : ' 

The Learning Coordinator ^ould assist students in 
evaluating themselves and their sites, completing the 
Student 9e-lf Evaluation form jftidividually . Additional 

■ ' . -3 : 

group post-site activities should be planned to address 

' . ** 

CAST objectives ' in ^the area of Occupational Knowledge. 

STEP 10: • • 

; V - The LC should update Data-sheets, organize evaluation 
forms -by student and pliase , ' prepare travel reimbursement 
fomfe, and s^nd all this in to the CAST Office. 

' tIND OF THE YEAR • • 

■ ' • ■ ■ ' ' v.- ' ' . . 

.Complete Student Surveys andoDat5L Sheets. Sen<i them to the 
CAST Office along witJti^ any Instructional materials that you 
may have . • 
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The following information is given 

to Resource Persons on hosting 

field trips and providing shadow- 

« 

ing experiences. 
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"HELPFUL HINTS" FOR RESOURCE PERSONS OF PHASE I STUDENTS 



. The purpjJBB of the Phase I field trip is to show special 
educat ion ^-'Sj^ilaents (usually 9th graders) the variety of occupations 
available/itH Charles County. The students may participate in up 
to six (6) field trips each year. Each field trip consists of 
approximately three (3) site visitations. Students need a general 
description of the occupations available at your establishment 
(see enclosed list of topics). At least one (1) teacher will 
accompany each group of students to your site. 



So that each field trip is successful for both the student 
and. the community resource person (RP), several teachers and I 
have compiled a list of "helpful hints" for presentations. They 
are as follows : . 

1. Introduce yourself to the teacher and 
students (name, title, short job 
description) so that a friendly rapport 
is established immediately . 

2. Students are handicapped, please try to 
use a simple vocabulary. 

3. Students may need information to be 
presented several times to make a point 
clear. It is allright if all of the 
students do not understand ^everything 
you say. 

4. Students usually prefer demonstration 
and* participation as they are better 
understood than lectures. 

5. Student^ may also have a short attention* 
} span dfuring periods of little movement 

* and Xo^g lectures. Please try to limit 

lectures! 

6. Students have a tendency to be very 

* "honest" in their responses. - Please 

dpn't get offended 'or take their comments I 
personally I « 

7. Students may have a/adif f icult ;j|ime stating 
•their questions, please be pa'^ent. 

I hope that these suggest ionS^.are helpml in your upcoming 
presentation. If you have any que§tions, please feel free to contact 
t-he Project CAST Office. 



ERIC 



POSSIBLE FIELD TRIP AND GUEST SPEAKER TOPICS' 



1. Occupations available on-site 

2. General hours of worl^^ 

,1 >^ * ■ 

3. Major worker responsibilities ^ 

4. Training required (what kind, how long does it take) 

5. Special requirements , such as licenses, certifications 

6. Special type of clothing required to work %t site. 
' 7. Special safety equipment required 

8. ' Transportation requirements 

9. Beginning pay for workers 

10. Positive aspects of Occupation . 

11. Special ^lolidays off , ^ 

12. Fringe benefits 

13. Negative aspects of occupation 

14. Possible hazards of job 

15. Opportunities for advancement 

16. Future :^^ecast-for job (in Charles County) 

17. Other opportunities in the U. S. for these typ^s of skills/ jobs 
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INFORMATION FOR RESOURCE PERSONS Ot PHASE II STUrfENTS 



The purpose of this Phase II shadowing experience is to show 
special education students (usually 10th graders) general information 
about a specific occupation. Shadowing for Project CAST means to work 
with a ^particular individual who has an occupation that a student 
possibly is interested in pursuing as his/her career. The student would 
spend one day ( approximately 10:00 a.m. - 1:00 p.m.) observing, taking 
notes, asking questions, and participating when possible/reasonable 
with the person he/she shadows. Students are brought to an agreed upon 
resource person (community participant) in the morning by the teacher. 
The teacher will take all students to their RPs (resource persons) and 
will then rotate to the different sites throughout the day. If any 
probiem prises (while shadowing), please feel free to communicate the 
probieni' with Che teacher when he/she is at your site. If a more immediate 
problein^^^ a^^^^ contact the Project Office at 375-8171. Students 

need to 'be -wit^^ person throughout their day. Students are 

refiiponsibje;*^^ their own lunches or money to purchase their 

lunch. /PlisVfee do.nott feel obligated to proyide lunch. Teachers will be 
back wrtU thQ biis at^ of the day to;-pick up their students. 

Some addttibri.Sl infx^rmaCtion about our students: 

1. Please treat our students as potential employees. * - 

2. Please feel free to use the enclosed field trip/ > : . : 
shadowing topics to help your student (s) to become 

aware" of the various components of your job. 

3. Please be aware that teachers or Project CAST 
staff may stop by to take a picture/video-tape 
of their student (s). 

4. Please tell students where classroom subjects 
'tie-into' job related skills. 

5. Pl^se try to use ^a simple vocabulary. 

6. You may be asked questions which, are not 
appropriate (for example. How much mioney d(j 
you make?). Please let ^the student know that 
they should not ask this type of question. 

7. Please, be aware that some of our students give 
very honest answers, so you may want to avoid 
delicate (controversial) subjects/questions. 

8. Please^remember that the Phase II student is 
just beginning to explore specific jobs and may / 
not understand everything ypu do. 

9. Students usually like to feel useful, if it is 
possible, please allow them to sample experiences. 

10. Students usually prefer demonstrations to 'verbal 
explanation:^'. 

We hope your upcoming participation with student shadowing will be 
a great success. If you have any questions or concerns, please feel 
.free to contact the Project, CAST Office. 
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Possible 'infoihriation. to be given to students during a field 
trip or shadpw^^rig^^^^^^^ or possible information students might 

want to requieSt <Juf i^^^^ trip or shadowing experj^nce^ 

Actual! 30b ^t^^ at job site 

Gen^eral hours ;pf ' workers. ' 

Major rtesppnsp^^^^ of job or jobs 

Trairiirig^t^^ kind and how long does it take) 

Ariy sf>ecial^^r^^^ such as licenses, certifications 

Anj/.s^^ clothing required to work at job site 

J?aiy:;sp6^^^ equipme|it' required . 

iflay^/tr^s^^ > 

\ :^pbsii:ive aspects of job " , . 

;Apy»*sjieci4% >^ ' 

Gen (§uclif;^^ insurance, etc. ) . ; 

"iJegatiy^v^spie^^ jOt? ■■/^^ ' V•vr^^ 

' ^^^^^^ to ^ ^ 

An^ to lnove^]p at . 

^ 5^ for thqse;:; jobs ; \. 

'V to of working ill -tttis li^ 

^ btheir oppbrtunities in the*!!. Sv^^^^ of skills/jobs 
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'Assessment 

FUJiPOSE 

!• To provide test data to measure st;udent growth. 

2. To provide test data to measure program impact.. 

3* To provide information which can be utl^Eized for 
student programming. 

• • - ■ 

■'• ■ •. ' r. K ' 

JNSTRUkENTS . X ' ' 

IV CAST Career Development Inventories (Phases I-IV) 

a. CCDI-I . (to be field tested SY 83/84) 
^ b. CGDI-li (to be field tested SY 83/84) 

: :cV • CCDI-III (currently -being developed) • 

^ d^r CCDI-IV (currently being developed) 

2. Social and Prevocational Information Battery 

a. Hygiene and Grooming « 

b. Functional Signs 

c. Job Related Behavior . ^ 

d. Home Management 

e. Health Care : 
f> Job Search Skills v • 

g. Budgeting 

h. Banking 
1. Purchasing Habits 
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3. Psycho-Educational Testing - Woodcock-Johnson Psycho- 
Educational Test Battery, Part II * 



a. 


sub- test 13: 


Letter-Word Identification 


b. 


sub-te|it • 14: 


Wbrd Attack,; 


c. 


sub-test^ 15 : 


' Pass^g^ Cc^ipprehension 


d. ^ 


sub-test 16: 


Calculation - 'V?^ 


sub-test 17 1 


:^^Applied Problems 


f . 


sub-test ^18: 


Dictation 




sub- test 19: 


Proofing 



4. Career Interest vlnventaries 



a. JQB-O 

b. Self-b 

c. Others may be 'Available in school career centers 



b . Self-bi rect e(i -S^^^ar ch ; 



C. TESTING DATES 



TIME 


-.i^HASE^yiJ.;. :^ 


■ '^PH^Bi'i ; 


■' PHASE III 


PHASE- IV. 


Septem- 
ber^ 
October 


' spiH ■.:5^v?-';''v: 

Woodpo!Gk/;'-y 
Johns:<Sn^ ^ ^ 

CCDI-I (pi-e^- 

test only 
^ Sy 83/34) 


? 

CCDI-II 
<pre-test 
only, SY 
83/84) 




\ . - • 


through- 
out the 
year -as 
approp- > 
ri^ate / 


Interest 

/ Inventories 

'voc. Eval : 
TAP 


Interest 
Inventories 

Voc.Eval : 

Re^lar 

Battery 
(recommended) 


Interest 
Inventories 

•Voc. Eval. 
(Optional) 


% 


March 


CCDI-I ' , 
(SY 84) 

Assessment 
for lEP 


CCDI-II . 
( SY 84 ) ? 

Assessment 
for lEP . 


SPIB 

Woodcock/ 
Johnson 

CCDI-I II 
(SY 85) ? 

Assessment 
for lEP • 


• 

CCDI-IV 
(SY 85) ? 
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D. REQUIREM^TS 



W^ritten parental consent must be obtained prior to assess- 

ment for the SPIB and the Woodcock/ Johnson* (Use special education 

* / 

form titled "Parental Gonsent for Educational Assessinent, which you 
can get from the CAST Office). Parental consent is not necessat^y for 
informal te^ts. , ^ ^ 

F. OTHER ASSESSMENT REQUIREMENTS .^^V /^"' ' C . 

Pre and post assessmeixt with regards to: 

1. lEP goals • 

2. lEP short-term objectives . 

F. VOCATIONAL ASSESSMENT ^. ' 

It is suggested that students be referred for vocational eval- 
uation at the Vocational-Technical Center. Information derived from 
this evaluation can be valuable in student program plaflning. Ninth 
graders can step through the TAP and. tenth graders through the regular 
evaluation. Vocational evaluation is optjLonal in 11th and 12th gra((^* 

G. REPORTING ASSESSMENT INFORMATION 

Scores and dates of all assessfflents should be added to the 
student DATA SHEET and the DATA SHEET should be sent in to the CAST 
Of f ice at -the end of the school year. Record individual grade scores 
'^in Reading, Math, and Written Language from the Woodcocjk/ Johnson ^ 



and a total percent score for the SPIBi Learaing Coott-dinators 



should request that an *fdditional co|^'"6l the yocational 'evaluation 



report be forwarded directly to the C^j^|<5ff ice from the Voc-Eval 



Unit. 



For information, materials, or assistance Contact , the 
Project CAST Office. - . \ ^ ?■ : ' *J t: 



^ ■ 
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CURRICULUM 



J. INDIVIDUAL EDUCATION PROGRAM 



c 



. The CAST program offers curriculum goals and objectives in 

three critical "^.reas : 

A. Independent Living" Skills (such as: 
banking, housing, health) 



1 



*B. Basic Academic Skills (such as: 

performing mathematical calculations, 
writing correspondance ) ^ 



C. Career Development (such as: self- 

^ awareness, occupational knowledge, 

^ ' and job acquisition- maintenance- . 

^ termination skills) ^ 

: ' ^ -r ■ ^ ■ ■ . . , ■ 

lEP go.als.. and short-term objectives formulate' the individualized 
"curriculum" for each st\i&ent and are based upon, these three critical 
areas according to each stutSent* 3 unique educational needs. For 
Phases III and IV wher6 time is sp^nt on job sites, learning objec- 
tives should incorporate site and school-based desired le^t^ing 
outcomes. 

\. , ■ . ♦ 

The Project CAST Objective Guides (Career Development, Health/ 

Science, Language A3>ts ,^ Math, and Social Studies) along with other ^ 
Charles County curriculum guides, Project BASIC objectives, and the 
Special Education Social Studies and Science curriculum become a" 
resource bank of information -.usieful in lEP development and implemen- 
tation. . » • 



II. GENBR^ TEACHING STRATEGIES 



In order to present unified instruction and create an atmos- 
phere which enhances optimal student learning, it is necessairy to 
•utilize a variety of teaching strategics in a carefully- planned - 
sequence. / . 

Qne-shot learning experiences (e.g,, a field trip to Safeway) 
without ^re^eding and follow-up act ivities/may have little impact 
fon a student's knowledge of the occupations' that exist/ 



Teaching students to recognize functional signs (f<6m a ditto 
pagfe in the classroom) may become real (generalized into a natural 

life environment) by having students Antify road signs while enroute 

^ ■' ■ ■ ■ "■ . . ' 

to a site. * ; 

* . . ■ . -i . -v . • ' ' 

(■ ; ■ • : ■ . ■ ■ 

As with ^ any content area, Special Education students need J^'llaiids 

••■■^ • . <y ^ : 0 • 

on" experiences as much as possible with learning occurring in small 
steps from the concrete to the absl^ract. on a repetitive basis. Awar^- 

ness of the student '4 O/^arning modes and a good handle "task' analysis 

/ , • ' ■ . -■■-T- ■; ' •, - ' . . 

definately can promote^.a successful g leaming envirohment for the student 




Ill, CAREER DEVELOPMENT .TEACBllJG STRA^TEGIES 

Career deve! 
during the school 

have found it benefibi^cl to have 'a se|>arate >aare.^r ^e^ 
to' ensure. curriculQn coverage. -.f ' ' ' - >, 



PEASE J.-' utilizes field trips, guest speakers, 

simulation activities, role play, discussions, 
games ^ and multi-media activities as tools 

to develop skills and gain information. 
' .if • ■ ■ • , ' 
PHA^E II: util^^i^es shadowings, guests speakers , 

fieljd trips , Project Discovery kits, and 
the other techniques outlined above. 

PHASE III: Utilizes job sampling experiences , occasional 
field trips and guest speakers , site assign- 
ments and projects, student contracts, etc. ^ 

PHASE IV: utilizes on-the-job training/work study, 

student seminars, site assignments, projects, 
and individual student contracts. 



JV. USING THE COMMUNITY COMPONENTS EFFECTIVELY ^ 
A. FIELD TRIPS 

There are generally seven field trips scheduled per school 

year and three business sites seen per field trip. Field trips offer 

# .* ■' 

students a way to see the inside "works" of a given business in a 

' • ■ " ' ' 

more non- threatening group situation. After exploring various occupa- 
tional clusters in the classroom, the class votes on types of businesses 
they would like to visit ^vhich are representative of occupational 
clusters currently being studied. Once the group makes field trip 
. Choices, specific preparation begins. All the preparation and , 
follow-up activities can give students training in dependability 
(attendance), responsibility, appropriate behavior whil^ on the bus 



and at the business, and of course, further occupational ^owledge - 

A couple of days prior to the "field trip, students as a group or ^ 

'4. ' 
individually, should brainstorm curiosity and work -related questions : ' 

to ask each of the feite hbsts. I^t is suggested that this is done 

pr;Lor to the outing Ijecause often Irhile on the fie^d trip students 

are nervous or too busy absc^ibing what-'s going on. Of course 

Itapromptu questioning is fari'tastic and shpuld be promoted. While at 

m *■■ 

the site students will have an opportunity to see a business in 

operation, meet a few employees , see^ the work environment, various 

;}obs housed there wl^ch mal<e the business operational, and the kinds 

of services and/or products that business provides' to the community. < • 

* - • 
After returning from a field ^;rip or the next day, a group discussion 

should be held*while observations are fresli in the mind. This dis- V 

" ^ . .' " ---^ 

cussi<?n addresses individual l^ipressions, feelings, likes , ^disliTs^, 

and any new awarenefes that occurred as %. result of the trip. . Students 

then record personal feelings ^on the'cAREER KNOWLEDGE AND PREFERE*E 

INFORMATION SHEETS. _ , ,. * 

It is essential to realize that these first encounters 
with the business community often ease the" way for the student who 
will be expected to meet the employer one-to-one in Pi\ase II. It 
has been our experience that Phase II students who shy away from 
shadowing experi^ces, or areVxtremely indecisive in making a 
shadowing- request, or terrified of going to the site, are most often 
thos%who did not fully attend all the. field trips. Please take time 
to share the^' importance of active-participation to your students. 
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. As you can see, field trips set a foundation from which ^ 

•the stUient can obtain information first hand, begin, to -question 

* ^ 

and so^ft out preferences, and assist in promoting a greater degree 
>Of comfort in being put in a work, environment . 

*' • ^ SHADCmiNG EXPERIENCES ' \ , 

There are generally five shstdowings scheduled during the 
school year. Students usually leave at th^ end of second peHod and 
return by seventh period. -i * 

• ■ ■ • ' ■• " . ' . 

Shadowings offer students a way -to experience a more 

"jWltimate" introduction to a day at work. After. a student has 

* V ■ , 

expl^fred and patched jobs of interest to hife/her own abilities, needs, 

and pre|erences, fte/she makes a request and usually is placed at the 

firs*^ choicer The student is paired'wit* an employee, to "shadow" - 

foliq^ his/her routine.'- The student observes, asks questions and 

when poss40ble tries-out various tasks of, the job b^ing shadowed. 

*Inf03fciat.ion phar*b(g about major responsibilities, training - required , 

licensing^4lnd certif iieation , any job Hazards, career opifcrtiinities , , 

#». • • _ • ' ■ 

negative and positive asp^ts ol the job ^hould occur betweefi the 

employee ai^studen^ during the courpe of the_ ds^yt This one-tOr 

/one studenf/employee relationshif) seemg to be* the most beneficial 



rsonal 



way to learn abdut a specific job. Studerif^s may often bj extremely 
nervous about the "first ^ime ,out" ..^ If ^^ou ^n g^ve as much perse 
attention to their individual fears and^^proi^ote the fact tliat ^ou 
knftff they can do it on a consistent b^isis/t this may^curb sudden ^ 



absenteeism on the first Site experience. From our experience, 
once a student goes out on one or two site experiences, the initial 
fear dissapates and shadowin^s are highly anticipated. Students need 
guidance in preparing for the shadov/ing inclucfing* constant 

reassurance; guidelines for dressing, lunch arrangements, the name 

• ■ ■ ■ 

of ,the Resource Person, bus numbers and where they will be picked up, 
and what to expect while at the site. The more information they have, 
the less anjjious they'll be. Students also need to know where the 
teacher will be and that they can count on seeing them while at the 
job. (Think about your first day of work and this is what the student 
goes through each time he/she goes out to shadow a job!) 



^Again, pre and post* site activities, and group discussions 
on their expe^riences assist the student in assimilating impressions 
and bpinions. ' The number of shad^ing experiences attended by a 
student can greatly affect how wisely the student uses his/her time 
in Phasfe III. Since there are only four job sampling experiences in 
Phase III, it is extremely beneficial if, a atudent has- ruled out those 
jobs which do not meet any personal needs, abilities, and pref- 
erences. Please impress this upon your Phase II students. 

C. GUEST SPEAKERS - PHASE^'I AIJD II 

• • -. ' 

Upon request' guest speakers will come to your clasS and 

■■ ^ I . • ' . ■ 

do a grdup presentation. The advantage of the guest speaking situa- 

tion is that it occurs on "home ground", in a familiar environment . 

so students may feel more comfortable and relaxed . This can |iicilitate 
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more questioning and absorbtion of information. Phase I guest 
speakers are asked to address their business in general, and the many 
types of jobs located there, versus Phase II guest speakers who • 
address their job specifically. Generally guest speaker requests can 
be made on a monthly basis throughout the school year, ^ 




D • JOB ^SAMPLINGS 



Four job samplings are scheduled during Phase III of 
Project CAST. Each site experience is planned to last 14-15 days^, with 
students leaving school after second period and returning during 
seventh period. The key to a successful site placement rests upon how 
^well that experience i's structured and tied-in with classroom learning. 

Pre-site preparations are essential and include researching 
and comparing a variety of career ideas, choosing an appropriate 
placement, practicing the application process, and preparing the student 
for the first day on the job. The more information the student has 
about the job, the site, and the schedule the more confident he/she 
will be about going out. 

On-site .istructure is provided by teacher monitoring. The 
Learning Coordinator Works with tiie^eriiiJ;ilQy.e;r^ and the sti^fient to help 
students take advant^ge%f the sitefe'" instructional activities. In 
addition the Learning^^rdinator constantly monitors the student's 
performance and work be^j^viors and rejcords this, on the, site informa- . 
tion and attendance sections of, the TEACHER MONITORING AND EVALUATION 
form. Academic or skill-building assignments that, relate to the site 



or that are needed to succeed at the job are, also targeted for each 
student and an overall summary of the student's performance is given. 

Post-site activities allow the teacher to share Resource 
Person and Teacher Evaluations with the student and require the student 
to s^tep through a structured Self and Site Evaluation.. The Learning 
Coordinator assists the student in answering questions specific to 

1 

the site itself, the occupation chosen, his/her own career plans, and 

his/her own job performance, v • 

^ . . . ^ 

Learning Coordinators should plan to spend a fevv minutes 
each week in an individual planning or evaluation meeting with the 
student. Students should be encouraged to accept responsibility !f or 
their own career plans, job choice, attendance, behavior, grades, etc. 
Students should also bB> given the opportunity to share their experi- 
ences, teach each other, ar^ solve site related problems together , 



ON-THE-JOB TRAINING/WORk STUDY 

As seniors., CAST students are given the opportunity to^ ' 
implement th^^ jolj, seelcing skills that they learfied in Pha^ses I-III, 
Phase IV students .are. Expected to continue with the job sampling 
cycle while they . actively ..search for a paid position. Although the 
student is assisted as much as;-' possible by 'the Program Coordinator 
arfa his/her Learning^Coo.rdinator, the ultimate responsibility for 
f inding'^.and keeping a job rests with the student. 



*: Phase IV students work 4-5 days a week fQr the entire . 

;sch90l' year'. ■ One dajv p.er . week is ^usually scheduled as an in-house . 
time wh,ere. teachers can nieet individually- with students ai^d students 
caft come together, to share experiences and 'discuss problems. 



1 



Since the ' community compctnen-ftJ ngfw lft3le#s' iJp the majority . 
of the; student *s time, Learnixig /Coordinators ^^$hd^^ plan ^he student 's 



in-schoo! .time so that he/she sets and accomplishes atfadem . ;. V 

career, ^nd life oriente.d goals. The student should: be Jorg^^^ 
career plan and obtaining the necessary^ skills , training, and 
resources to allow him/her -to continue: xtidependently . after^ g^^ 
Such things as saving money . f or sOhd)ol activities, drivqrVs ;lxcen^e, 
transportati6n and insurance, as w^ijLl as buj^get^ng , . payQheCk an 



tax responsit)ilities , etc. need; tj 
during the .year'.*r Academic skills. 



with an empljiasis oh functional 



.Teachp^*^^ monitoring i 
and Teacher Evaluations i^are sha 



period,, prior to student » s steppi^^ through the elf 




ess 



and f ollQwed-iip^n 
so continue to be 're»for^ 

p. 



val readd;ng and maiyj|; 



monthly Reso 



h the student e 



process . ^ This process sl%|fl,d ir\cl^de information .ispi 
j^te, ;^|e^^ cl:^psen,^the stud^'nt 's oareer^larTP'S^ 




jpb performance. 

■ ■ ■ .i ' • ■ ' 
^ tim® w.llt 



Life g^als sh<puld. be discussec 



llipdated at th?s . 



Ma 



i'r 



1^ 
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PHASE I 
CAl^R AWARENESS 



PIIAS^'^ 
CAREER- E^ 



PHASE III ( 
CAREER INVESTIGATION 



PHASE IV 
ON-THE-JOB' TRAINING/WORK STLJDY 



Student' identifi- 
cation, of career 
related abilities, 
capabilities, needs, 
interests, and 
habits . ^ ' . 

Student awareness ' 
of a variety of 
occupations. 

Student demonstra ,- 
■ tion of school/work 
attitudes, habitS;,' ■ 
and behaviors ' 
needed in- the-wbVld 
of .work. ^ • 
■ '■' 
Gl^mNT: , 

Assessmei;it -of "Mfi" 

3^ ^ 



Student V 
tioti of ; 
or ocQUf 
group I: ^ 
meet 




capal;ji;y^ta;e3 ^! 



ntifica- • 
iifjations' 
ipnal . 
pch c^ri .■ 
,al' need^, 
r. arid " 



:ar4^,e3S' ;. ■ 
trlifcutii^ 
^ments 
ttccupa 




, '''Student' selection, 
of an occupation(s) 
$jhich meets personal 
^ priority concerns.. 

o'; Student identifica- 
tion of specific 
*job characteristics. 

Student development 
• of job acquisition 

'and maintenance. 
' skills . 



-FPCUS JOINT:, ' 

Selection of jobs 
of serious interest 



» Student development of a 
long range career plan. 

4 

» Student demonstration of- 
the tasks, benefits, arrd 
career opportunities 
specific to a job. 

, , Studeftt development of job 
acquisition, maintenance, 
and termination- skills. 

FOCUS POINT: 

Proficiency on tTie job. and 
•establishing a career plan 
to enact after graduatibn 



Matc^ing/^ 




Field Trips 

Guest Speakers , 

Class -to-Sitfe 
Cor2;espondance 



-1—1^ — 



TAP 



jings 

ild Trips 

> ^est Speakers ■ 

^» Class-to-Site 
jff^ Correspondance 

£^^^#^r'oject Discovery 



Job Sampling . 
Experiences 

Project Discovery 



Occasional partici- 
' ..pation in field 
trip$ and guest 
speaker events 



, ■ On-The'-Jo^ 'Training/Paid 
Exp eri enisle " 



Group t'^^ 



jational-Evaiuation 
btery ; ' ' , 
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PHASE I CAREER AWARENESS 



The Phase I Career^A^^eness course is available to all high, 
school^special eduCatiVn Leyel IV and Level.V (aS appropriate) 
S'tudents who are^enrolled in the Project ^CAST pro^r^Jn. Participants 
receive elective course, credit upon completipn, ' 

u i ■ \ * , • , • '''^\ ■ " ■ • : • ■ 1^ 

The course is intended to provide Students with information and 
experienQGiS* which f acq^litate : . " \^ 

* . *. the idiantif icat idn o-f career related abilities, 

papab^ilit ies , needs, interests,, and habits c 

^ . sAi awareness of a variety of occupations 

the development of job acquisition and mainte- 
' nance, skills ' - 

•■ . ■ ' • , ■ ■ » 

The course includes in-classroora study, as well as field * trios and 
guest .speaker presentations. . - . . . 

The course topics blend objectives froin.th''ree areas - self- 
awareness, occupational loio^ledge,, and nob: acqtiisit iori , maintenance, 
and termination. The following ^course topics will be addressed: 



You and Work ' 
Learning Abjut Occupations h# 
Role of th^^rker - ^ 

Understandi'ng Yourself ^ 
Understanding Work Preferences 
^Getting Ready to Work 
Planning for Career Exploration 




ft 



** project CAST is located at the F. B. %Gt^^ynn Kducation^il Ce<iter ;\ LacJcdy *I±gh 

School y La Piat^ 'High School , McDonough, High Sch^l ^i^d Thomj^j^tone ''High School 



COURSE OUTLINE 



Please refer to the Project CAST Material Resource Listing, to lo'catet 
additional materials to teach these obje.ctives^^^'''^^ ■ .- 



I . ORIENTATION 



B. 
C. 



Identily what career 
education is ^ • ; • 

Disseniinate student ioTins 
to go home ;^ 

Describ^ipw Project .dA$*T^^ 
operates (ail-1 four ph^ises) 

Describe teacher, expectations 
and Project CAST expectations 
(grades, participation on 
field* trips , attendsCnce , 
behavior) ' » 

Identify specific rule^ and 
any responsibilities (bus 
hehB.vi0^^^ch', etc.)*' 

Intraiiy|p|KI^"^t and course 

OUtliI^P#^, ■ .' v":' 

Question and answer session 



E. 



II , 
SA 6 

OK 1 
OK 2 



UNIT 1: YOU AND "WORK 



A. The student will identify 
personal needs and desires 

v^h i ch i n f 1 uence ' car ee r chqi ce . 

B. V ThQ student will describe the 

vallue of work* to our socifety . * 

C. The student will identify 
and describe reasons why 
people work. . 



ENTERING T^E. WORLD 
OF WORK 
1983 EDITION' 



Chapter' 9 

■ *■ .■ . * 

■ V - ■ 
.Chapter. 1 

Chapter '^l 



9 mEKS 



first 



f ir s t 



Tim, 

( ■ ' 



2 davs 



2 weeks 



ERIC 



>■ 73 



Si 



III . UNIT .2: 



LEARNING ABOUT 
OCtlUPATIONS ' 



OK 7 ^ A. 



OK 8 B. 



The student will identify ' 
the 15 occupational clusters 
by the type of services each 
provides. 

The studer^t will identify 
types of businesses and 
job titles that represent 
each occupational cluster. 

The student, will compare . ^ 
job types prevalent in the/ 
community and those jobs ' : 
which can nbt be found in-* 
our community. 



ii 



ENTERING THE WORLD 
OF WORK 
1983 EDITION 



first & 
beginning 
part of 
second ^ 




1 



9 WEEKS 



:TIME 



5 weeks 




/ 



/ 



IV. UNIT 3' . THE ROLE OF THE WORKER 



OK 4 



AMT-6 



second 



8 weeks 



OK 5 *B. 



OK 6 - D. 



The student will describe 
worker roles, tasks, and 
environments iri various 
occupations . 

The student will identify 
abilities which are essential 
to successful performance in 
specified occupations. 

The student will identify 
general characteristics 
that employers seek in a 
job apjplicarit. 

The student will describe 
the importance of several 
occupations (worker's roles) 
with regard to an organiza- 
tion's operation; 



EKLC 



74 



S2 . 







v.- < . . 


flVERING THE ^^BR 
OF WORK V 
1983 EDiTION ^ 


9 WEEKS 
















V. 


UNIT 4: UNDERSTANDIlfG YOURSELF 






8 weeks 


SA 4 


A. 


The Student \yill identify 
personal strengths , weak- 
nesses , interests and 
capabilities • 


Chapter 9 ^ 






SA 2 


B, 


The student will identify * 
personal habits which relate 
to responsibility • 


Cha^^er 9 






JAMT 1 


c 


The student will describe* 
the effects of personal 
habits, behaviors, and 
attitudes on self and others. 


' Chaptej 7 
• 






JAMT 2 


D. 


The s^tu^nt will identMy 
appropriate , and inappropriate , 
behaviors related to the 
^chool setting. 








JAMT 3 


E. 


The student will demonstrate 
acceptable^work habits, 
bi3haviors, ^and attitudes in 
the school , setting. Examples,: 


1 










X. punu uucLj. X L y 

2. attendance 

3. positive response to 
directions and ;^ 
irwstruct ions 

4. relating, to peers \ 
: ^ and authority 

5. demons.trating pride 
in accomplishments 


♦ 


• 


• 


JAMT 4- 
JAilT 5 


F. 
G. 


The student will demonstrate 
willingness to accept 
responsiDiiity xor nis/^ier 
actions . * • ' 

The student will demonstr ate ^ 
the ability to plan work, 
to carry out a plan, ar^ \ 
tQ evaluate its effectiveness. 




f 








» --7 ------ - - 








* 

O 
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o3 . . 







4 



/ - - 

•VI • UNIT 5: UNDERSTANDING WORK 

PREFERENCES 



SA 3 ' A. The student will 'ident if y 
career' related interests . 

SA 1 B. The student will describe 
the physical conditions in 
which he/she prefers to work. 

SA 5 C. The^student will list his/her 
career- related abil it ies 
and skills. 



ENTERINQ THE WORLD 
OF WORK 
1983 EDITION 



9 WEEKS 



Chapter 9 
Chapter- 9 

Chapter 9 



fourth 



TIME 



4 weeks 



VII. UNIT 6: GETTING READY TO WORK 



fourth 



8 weeks 



JAMT 10 A, 
JAMT 7 ■ B, 
-"J^MT 8 G. 



JAMT 9 
I 



D, 



The student will ideiftify 
job seeking sources. 

The student will complete 
a personal data sheet. 

The student will interview 

a school, community, or 
*famil.y member to gaia 
• informaticHi concerning a 

selected topic, such as: 

their job. 

The student will respond 
to qjLLiestions posed in an 
interview situation • 



Chapter 2 



VIII. REVIEW OF THE. YEAR 

A^ Student will participate 
in activities or projects 
' which assist the student 

in assimilating the 
/ instruction and experiences 
he/she has had throughout 
the .course. 



fourth 



1-2 
weeks 



ERIC 
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IX. PLANNING FOR CAREER EXPLORATION 

.7 



• ;i ft*.'' V 



A.^SThe student 
information 



will receive 
on Phase II and 
have a Phase II student 
speaker to address concerns 
and expectations. 

The student will make a 
tentative outline of job- 
choices for shadowingSj 
including pre'fefred work 
envirpnments and re3.sonys for 
his/her job preferences^ 



ENTERING THE WORLD 
OF WORK 
1983 EDITION 


9 WEEKS . 


TIME 




fourth 


1-2 ' 

duyS;. 




m 




-—---—}--— 

■ i 


fo\irth 


1 week 


• 














fourth 


1-3 
days 















SUMMER EMPLOYMENT AND LEISURE 

A. The student will explore 
^ straifegies to locate or 

create summer volunteer 
and paid jobs . • 

B. The student will explore 
summer leisure activities 
and ways to access these. 



XI 



END OF THE YEAR WRAP-UP. 



Students will complete 
Student Surveys and Career 
Knowledge and Preference 
Information Sheets. 



d) 



"B, The student will discuss, 
a group seminar , -.format , 
feelings, future plans or 
goals , new learning, * etc. 
that has occurred &.s a 
result of participation in 
the course. 



1^1 



PHASE I - Entering the World of Work Chapter * s- Used : 1, "2 , 7^ 9, 16 
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■»- - I I , 1--.-.^ ■ I 



j. MONTH/DATE' 


STUDENT,. 


1 \ 

TEACHER . . " 1 


SEPTEMBER. 1-6. 
SEPTEMBER 7-13 ' 


Student orientation to mlj , 

SPIB testing and tedcock/Jahnson testing ■ 
\ (W/J- testing throughout September) 


^ 'Start CASj;. folders; Che^k ARD folders for lEP, 

Part -1 Pr?)^PnT PAST crnal • fnnfirm PAST nlnQc 

lists; Sead horo student packets (Information. 
' forms, Release forms, Permission to Test forms); 
StarVDataShee-ts • 


SEPTEilBER 14-16 
SEPTR!BER 19-23 


UKIT 1: YOU APWORK - Clas^ selects 
'field trip sites. # 1, ^ ■ ' ' 


■' — ' ' . . 'X, - 

% * ... 

* Send in to CAST Office the abo.ve forms,' yojir • 
^ «cohtir,med.. class list, anfl Field trip Request ■ 

n- ' ' , 

, ■ , 


SEPJEJEER 26-30 
OCTOBER 3-7' 

• 

OCTOBER 10-14 

^ 1 

\ f 

1 

OCTOBER 17-21 ^ 

OCTOB^ 24-28 ^ 
•JlOVEMBER 1-3 


UNIT ,2; LEARNING ABOUT 0"C#Af IONS f '.' 

Prepare f or. iield*tri]f /field* Trip' ^pfhence' 
# 1 - |fudents •complete, Career Knolf edge and 
Preference Informatfon' Sheet on Fiejld Trip It I 

♦ ■» • '|, 

* S 

CCPI-I l^e-testing - Class selects field 
trip sit^s #42 i 

1 * 

• * 

Prepare for Field Trip Experience ? 2 . 


■ ' 

* October 5, ,8:30 a.m. - 2:45 pvm. - Learning 
'Coordinator Staff Meeting at Pomonkei' Aniex 


*■ Complete Field Trip n 1 Learning Coordinator 
Evaluation form ^nd sena te CAST Office the ' ^ 
week of •October 17th ■ ,. . \ 

♦ File the Career Knowl,edge and feference 
■ Information Sheets in each student's CAST folder 


* Conduct testing mid-week; Score and record on 
Data sheets; file tests in each student's CAST 
folder 

■* Sen^ in to CAST Office the Field Trip Requests ' 

■■' # 2 • ■ V 

■ 1 • • • • 


* Cond^uct site rase&rch; go ov.er bus behavior, ''^^ 
where to meet bus, lunch, etc. 


, •• ' » 

1 NOVEMBEf 7-11. 

.1 ' 

86 
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■— ^ — \ — 

Field Trip Experience # 2 ; Students complete* 
Career Knowledge and Preference Information 
Sheet on Field. Trip #'2 


* Refer to your timeline for exact '.'date iifif trip.- • 
vou i-ide the bus with, your students; ' ..• 

, * Conplete the LC Field Trip Evaluation forry and- ' 
g'eil'd to CAST Office the -^eek of Noveliiher 14th. 

* 'File the CKfiPI Sheet' each student's' CAST 
' folder. ■■ . 1 , ■ - ' 

..... 



4' t - ' 

■ m^^ if f . 

:V.-/ A,/. . 



COdRSE TIMELINE FOR PtlAStl CAREER, AWARENESS' 



r 



..;JANMaY,3-6 
.'JANUARY 9-13 



' Mofe/DATE 



NOVEMBER 14-18 

NOVEMBER 21-23 
NOVEMBER 28-30 
DECEMBER 1-2 
DECEIIBER 5-9 
DECEMBER 12-16 
DECEflBEE 19-^1 



'jANUAllY i6-20 
JANUARY 23-27 
'JANUARY 30-31 



.TEBRUARY 1-3 
lEBRllARY 6-10 



, . FEBRUARY 13-17 



ftERiC 



Class ^selectp'. field tri{) si-tes #:3\ 
UNIT 3: THfRS|li'^OT THE, WORKER '\ 



UNIT 3.; TaEJOI^^,,PF^THE: WORKER \' 
(continues).'" ' ' ' ' 



• i 



UJJIT 4; IIKD^RSTMNG. YOURSELF ' ''^ 

..Prepare f or i^el^'t^rlpj- Fi«ldjJrip ., ^, 

■Experience #i3.-,gtude|is conipTete , : 

CKSJT SheJit on -field 'trip » 3|. v ' v 



Class selects' fiel^i tfrip"tes"*C4 '''- < 




UNI^ 4: UNDERSfANDING YO 
(continues) 

Prepare for field trip'/rfield Irif-^ 
Students complete d^^I^he.dpf fieUn ^.- 



Class selects field trip g^te|^ff j 



f '\ 

*: Send to CAST Office -the, Fie^' Tt^p^R^equc^t f 3,; 



' I 'II ^ 



1 



V 3 



* January 11, S;3p :a,n>, ;-.2U5,i#im.,'- Learning Coo rdina- 
'T toJ 'Staff Meet(W'?^^'oiiionkey Annex' 

.**i;"Uf, complete 'le'id i?iD;*gvaM|^on form # 3'and send ' 
' yto ':CAS^ Offioe/^tbe week\ofT^^ ■ 
♦r^Fiie- th6-CKEtJ^*'Sheet^tin feach student's folder. 

• 



*'*.£^'^to CAST Office Fi^W-t^ip Request # 4 



'a? 



■ iv' >i" .^^n" 



■■ V. 



♦' ■■Field l^ipf 4 CSBpIete LC Field Trip Evaluation- 
iom/^rm sendfo.'CAST Office the week of the 13th 

♦ • 'File;,CK&y Sheets, in each student's CAST' folder 



1- y 

* Send'lJo CA'ST Office Field Trip Request # 5' 

■i — / m '- ^. 1 . — — ^ 
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COURSE THyik FOR PHASE I CAREER AlfARENESS 



t 



• MONTH/DATE 


' 1 — -r 


TEACHER . 


FEBRUARY 21-24" 




7-3 . , ■ , ■ 


FEBRUARY 27-29 


•'UNIT 5 ; ■ UNDERSTANDING WORK -PREFERENCES 




'MARCH i-2 • 






';'MARCH 5-9, ' ' 

. ■* 

i 


Prepare for field trip/Field Trip Experience ■ 
iS* 5 - Students comnlete CK&PI Sheet' on field 
triBf^5 . " ■ ' 


* Field ;Trip;'^5 - Complete LC Field Trip Evaluation 

'form if onlH ean^ trt PAQT Hf f •! /^q +V\q ir^inif Af 

llarcb 12th- ; ... 

* File CKSiPI 'sheets in eaQh student's CAST folder 


■.MARCH 12-16 ,. 


Cr^ss selects :field trip sites # 6 - 
CCDI-I post^testing 


(j ■ ■ ■ • 
*. Send to CAST Off ice;held .Trip Request #6 . •• 

* Complete CCDI-I scoring, ''record scores on student 

Data Shee't, and file Da,ta'.Sheet in each student's"^ 
•CAST folder / ' . ' _ 


MARCH 27-30 ^ 


UNIT 6' GETTING 'READY TO WORK 


1^ - — ' — ~. p- 

' ' ' * ' . . ■ ' 


APRIL 2-6 ■ 


J ; 


'* April 4, 8:30 a.m, - 2,:45 p.m. - Learning / . 
Coordinator Staff Meeting at Pomonkey ^|6nex ' 

4 '.;!^/,:V' ' — — 


APRIL 9-13 .'^^ 

• 


■ Prepare for field t,rip'y Field Trip H Q - 
Students complete- CK&PLSheet on Field 
.Trip # 6 


* Field Trip # 6 - Complete LC Field T/ip'f ,6 
Evaluation form and send to CAST 'Off ice;. 'this 
.week of April 16th . 


APRIL 16-19 


Class selects field trip If-l sites.' 


* Send to CAST Office 'Field Trip Request # 7'" 


'APRIL 24/27-30 






MAY 1-4 
MAY J- 11 ' 


*■ CAST Awards Ceremony .sometime in Hay. 


MAY 14-18 • 

( 

• f 

I Q . 1 


' ♦ ik'i ■ 

Prepare for field' trip/Fielprip # 7 - 

Stidents^ complete CKSdPI ShMm Field , ' ' 


Field Trip # 7 - Complete LC Field Trip 1 7 , ' .■ 
Evaluation form. and send to CAST Office the '. , 
■ week of May 21st ' ..^ 

yFile CKJtPI Sheet in kh student's CAsS'^foldst 

■ ' ■ . liA n.j — 



FRir 



'COURSE TIMELINE" FOR PHASE I CMEER AWARENESS 



MONTH/DATE 


STUDENT ■' 


, ' , , TEACHER ' ■ ' , 

y ■ 


'^;KAY 21-25 
MAY 29-31 


Review otjhe Year 

Students complete .CAST Student Survey form - 

Student speakers 'ftom Phase II and.^ 
Quest ion/ Answer sessions 


■ * Review key points' 

* Arrange with Phase II Learning Coordinator to^ . 
■ have students ,ppeak about Phase 11' to your '. 
Phase I group •, a 


■JUNE 1-4-8 


Planning for Phase II . - 


* Learning .Coordinator send to CAST Office; 
ALL CCDI-I pre and post test Stude'iit' Score ; 
Worksheets; ALL CKS^I Sheets; 'ALL Data Sheets; 
ALL Student Survey forms; ALL CAST instructional 
materials 

■ ■ . 7 


..JUNE 11-13. 

' 1 


' '\ . . . ' 
■ ? ^- ' 

Seminar: Summer Leisure and Paid/Non Paid 
: Employment 


*** Learning Coordinator wi Program Coordinator : 
for.ARD' phase placemenf decisions on each ' 
Phase I student for School Year 84/85 and to 
■ check out witti CAST Office that we "have- received ' 
ALL items from jdu \ 



} 



5 »^ 




/ 



^ ; ^ . PHASE II CAREER EXPLORATION • 

■ *t . ■ ^ . ■ ■': 

. The Phase II course is available to all high s&hool special - 
education Level IV and Level V ( as appropriate ) students who are ' 
eitrolled irl' the Prpjfec;t CAST program* Students receive elective V 
credit upon completrion of^ the course . Participants are generally . 
10th graders or 15-16 years in age; Due to the nature of th^^purse 
objectives being developmental and sequential ,' each course becomes ; 
prerequisite for the subsequent course. Therefore, it is f^commend^d 
that ^students move to PhaseilJ after haying some experiences in /the' 
Phase I Career Awareness'/'courise . Given that we are dealing With 
special education studehts /"^^f lexibility ^ i in oVder to 

mget'th^ needs-of each student* ^Please contact the CAST 'Of f ice wheo 
a student' is beingvCpnsidered for Phase II without previous Phase I 
exp^iences .. . : ' : - , ■ ; - » 

The coiirSe is- intended to provide students with information and/ 

experiences which facilitate :^ : . . ^ 

■ i ' < ■ ■ , ' :v' ^ ■ . ' ■ ./ y; 

, . comparing occupatibiis or occupational groups , ' - v 

in terms of individual needs, pref er;ences , 

and capabilitieis > . / , 

. understanding the various contributions and . 

requirements of speci:^c occupations/ 
. the development job acquisition , mainte-, ;^ ^ . 

nance, , and termi'ftation . skills . . 



The course includes in-classroom study; 'as well as shadovvin^sv guest 
speakers, and occasional ^ field tr.ips . The cpjirse topics Xl^^end 
objectdv.es from thyee areas - self awareiiess., -occupational Jfcaowledge, 
and job* acquisition , maintenance, and termination skills , 

The coursa object ives are spmietimes addressed as individual 



units are set up as a. cycle. Each cycle encomj^asses a sh^^wihg'' . 
experience,, pre-siste research ob jecti ves , and post-site foll'^F^rjap ' 
objectives.. The cycle o{)jectives are S^tudi^d l^i direct relation to 



83 ' 9.^ 



the three shadowing choices, an individual, requests. Therefpre,- 
during pre-site research, most students will be doing individual 
research activities designed by the -teacher . During site follow 
up activities, group discuss ions and sharing individual pro.jecls 
should take place. . - / 

The following course topics will be addressed: 



Orientation ^to CAST Phase TI . * . 

Phase I Review 

Social Security Forms ' 

First Days on the Job 

Process for Job Seeking 
ft 

Resources for Job Seeking > 

( 

Purpose of Job Interviews 
Attire for Job Interviews 
Planning for Phase -III 

Summ<^r Paid/*Non-Paid Employment and Leisure 
+ 5 Activity Cycles 



^* 'Project VAST is located at the F. B. Gwynn EducatioAal Center and Lackey, 
. La Plata, McDonough, and Thomas Stone- High School's. % ..: v,.:.___.^ 
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COURSE OUTLINE" 



Please refer tcutfie- Project CAST Material Resource Listing^ to locate addirional 

materi'als . . .. * ' < ^ 

• ' ■ . * * ' 

IINTERING THE WORLD 
OF WORK 

' / ;l983 edition^ 
^ • . " \ 

ORIEj^TATION 

Identify what career 
exploration is 

Diss.eminate' student forms 
to go home 

C. Bes^cribe Pha^e II — ^how 
i\ operates ^ , 

p. Address common fears 
when going out to- the 
community and reassure 
the studehts ' . ^ 

E. Describe teacher ejcpecta- 
tionsk and Project CAST 
expectations (grades, 
attendance , behavior ) 

F. Identify specific rules and 
responsibilities (bus 
behavior, lunch, and on 
site rules) 

G. Reintroduce text and 
inrtroduce course outline 

4 

H. Question and Answer 
session 



II. REVIEW PHASE" I/SOCIAL SECURITY 
FORMS 

A, Review major components 

of Phase I, the 15 occupa- 
tional clusters, personal 
interests, abilities, etc. 
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II. 



REVIEW PHAS-E I /SOCIAL SECURITY 
FORMS (continued) 



JAMT 9 B. 



The student will obtain- 
a social security card. 



ENTERING TliE WORLD 
• ^ OF WORK - 
19S3 EDITJON 


[ 9 NEkKS^ 


•TIME ' 

' • r 


■■ \ ■ . , . 


• ✓ 




Ph a n 1" p T 


r 

f irs t 


wppks 

sJ >» V-.» ^ i\ <IJ 

•V* 


Chapter 2 


> 












first 
• 


2 weeks 


Chapter 11 






Chapter 11 




\ 


f 

\ ' 






\ 







iAMT 7' 



SA 4 

-V" 
IV. 



UNIT 1: FIRST DAYS ON THE JOB 

'A. The student will cite / 
general behaviors, 
^ ^att itudes , and habits 
'1^-". essential to successful 
•job acquisition, mainte- 
> nance, and termination. 
* ^ *^ ' 

B. The student will describe' 
the kinds 'of benefits 
desired from a job. j 



SA 1 



SA 2 



OK 1 



CYCLE 1 - INDIVIDUAL STUDENT 
SITE SELECTIONS - PRE- SITE 
RESEARCH (relate objectives to 
each students site choices) 

A. The student will compare 
occupations in terms of 
preferred work character- 
istics and conditions. 

B. The student will compare 
occupations in terms of 
personal interests , needs , 
abilities, and capabilities, 

■ • . ^ 

C. The student will 'identify 
and describe the require- 
ments and conditions^ of 
selected occupations, 
including : 

a. work settings 

b . skills needed 

c. training requirements 



ERJC 



JAMT 1 



JAMT 4 



•IV. I CYCLE #1 - INDIVlbUAL STUDENT 
: SITE SELECTIONS - PRE-SITE " 
RESEARCH (continued) 

C. d. qualifications (in ' 
I addition to training) 
such as: experience, ' 
■ age, licensure, and - 

union membershii5 

e . dress 

f . tasks and tools 

g. salary 

h. benefits ' 

.OK 6 D. The student will Identify 
, and use a variety of 
• resources to gain occupa- 
tional information. 

E. The student will identify 
the, types of institutions 
and organizations which 
offer occupational 
. ^ trainings 



SITE EXPERIENCES/STUDENT • 
COm^LETIOI^ OF CAREER - • 
KNOWLEDGE AND PREFERENCE 
INFORMATION SHEET 

POST-SITE FpLLOW UP (relate 
objejcitives to th'e job site 
the student went to) 



EKLC 



A. 



OK 2 B.. 



The st^dent will complete 
brief applications for 
employment . ^ 

The student will list the 
different types of organ- 
izations in which his/her 
specific occupation may 
be found (for example: 
nurse * s aides may Work in 
hospitals, nursing^ homes, 
etc; ) . . ' ' 
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ENTERING THE mRLD 
• OF WORK 
'1983 EDITION 



Chapter 11 



Chapter 3 



> 

9 WEEKS 



first 



second 



TIME 



1-2 
days of 
shadow- 
ing per 
school 

V. 

3 weeks 



99 



\ 



{ 



OK 3 



OK 4 



SA 1 



SA 2 



POST SITE FOLLOW 

C. The student wi 
her specific oc( 
di f f e r e nj: s e' 1 1 i n r:s 
de t e r m j. n e v a r i ayj^^fi* 
worker ^ s roles . ' 



D. 



OK 5 ^E, 



OK 1 



h; 




ntinued) 

pare his/ 
ioh in 
to 

in the 



student wii^^describe 
contribut ion%*bf hi 



The 
the 

her occupation 
society. 



The student will identify 
gjKernatives to paid eroploy- 
raent in relation to his/her 
joti site. ' 
Each student shares with 
the class his/her job site 
in terms cd' the requirements 
and conditrons of that job: 

a. work setting 

b. skills needed 

c. training requirements 

d. qualifications in ^ 
addition to training 

e. dress 

f . tasks and tools 

g. salary 

h. benefits 

The student will/ look at 
his/her site-experience iji 
terms of preferred work 
characteristics and 
conditions. 

The student will look at 
his/her site experience 
in terms of meeting 
personal interests, needs, 
abilities, and capabilities. 



ENTERING '^HS WORLD 
OF WORK 
1983 EDITION 


9 WEEKS 


TIHE 










\ 


I ' ■ 


1 




f 


\ ' 


> V 


■ K 




• 


\ 


Chapter 11 






Chapter 11 
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SA 1 
SA 2 
OK 1 
OK 6 
JAMT 1 



JAMT 



MT \ 



OK 2 
OK 3" 
OK 4 
OK- 5 
OK 1 



CYCLE 2 - INDIVIDUAL STUDENT 
SITE SELECTIONS - PRE-SITE 
RI^SEARCII (relate objectives to 
student site choices) 

A. The student will compare . 
occupations ... 

B. The student will compare 
occupations . . . 

C. The student will identify 
and describe . . 

D. The student will identify 
and usQ ... . " 

E. The student will identify 
the types of . . , ' 

SITE EXPERIENCE"^ /STUDENT 
COMPLETION OF CAREER KNOWLEDGE 
AND PREFERENCE INFORMATION 
SHEETS 

POST SITE FOLLOW-UP (relate 
objectives to the job site 
the student went to) 

A;* The student will complete 
brief. . . . ^ 



B 



D 



The student will list the 
different . . 

The student will compare 
specific ... 

The student will ^describe 
the contributions . . . 



F. 



The student, will identify 
• alternatives ^. . . 

Each student shares with 
the class ... 



/ 



ENTERING THE WRLD 
V ■ OF WORK 

1983 EDITION 


. 9 WEEKS 


TIME 




secojicl 


weeks 


Chapter 11 


- 




Chapter' 11 




r 


^apter 11 








second 


J.— Z 

days of 
shadow- 
mg per 

school 




, second 


2 

weeks 


' Chapter 3 




















< 




( 

» 







ERIC 
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101 



c 



V. 


PftRT 5=;tt*f. FOT,T,0\V-'UP Ccont)inued') • 


Em'ERING THE WORLD 
OF. WORK 
'J983 EDITION 


9 WEE}^ , 


TIME 


ffA 1 ' 


G. 


The Student will iook at 
his/her site . • ^ — 


Chapter ll 






• 


2. 


•Hi 


The. student will look at 
his/her s-ite ... 


Chapter^ 11 








^ ^ VI . 
JAMT 2 


UT^T 2: PROCESS FOR JOB' 
'SEEKING J 

A. The student will describe 
'a process' for job seeking. , 


It 

*' / 
i! 

Chapter 2 ' 


second 




3 weeks 


JAMT' 8 


B. 


The student will id(^ntify 
reasons why people change . 
j pb s ( vol un t ar y and 
involuntary). ^ 










Oii «3 


C. 


The studei:it 'Will describe 
preferred work locatioijs 
(Q;g.,;urban versus rural, 
closfe to home, etc.) 










VII. 


CYCLE # 3 FIELD TRIP 
SELECTION - PRE--FIELD TRIP 
RESEARCH 




third 


• 


1 week 


SA 1 


A. 


The student will compare 
occupations ... 


Chapter 11 






. 4 


SA 2 


B. 


The stiadent will dompare 
occupations. .* . \ 


Chalpter 11 

J 








• ' ok\i 


C. 


The' student will identify 
and describe . . . - 








• 


OK 6 

IT 


D. 


The student will identrify 
a^d use ^ . . 

> • • 

1 


( 
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VII . " (continued) 



J 



OK 2 
Ok 3 
OK 4. 



FIELD. TRIPS - STUDENTS- COMPLETE' 
CAREER KNOWLEDGE AND PREFERENCE" 
ifoORMATION SHEETS - ' 



ENTERING THE WORLD 
-OF WORK^ 
'^ 1983 PDITION ^ 



POST FIELD TRIP FOLLOW-UP 

B. The studeVt will list* then 
different ... 

C. The student will compare . 
specific .» . 

D. - The stude'nt will describe 
. the contributions . . . 



VIII. CYCLE # 4 - INDIVIDUAL STUDJINT^ 
SITE SELECTIONS - PRE-SITE 
RESEARCH (relate objectives 
to student sije choices) 

Sk 1 ^ A. The student will compare 
occupations ..." 

SA 2 B, The- student will compare 
. . occupations . . % 

OK 1- C. The student will adantify- 
•and describe ... 

OK 6 D. The student, will identify 
and us(^ . . 

ASrr 1 E. . The student will identify 
the types • . . 

SITE EXPERIENCES/gTUDEN^T 
COMPLETION OF CAREER KNOV.-^^EDGE 
'AND PPJ^FERENCE INFORMATION 
SHEETS 



Chapter 11 



Chapter 11 



Chapter 11 




TIME 



third 



1 day 



.1 week 



third 



3 weeks 



thi^rd 



1-2- 
day s ^b-f 
shadow-^ 

ing per 

school 



103 



91 



^ VIII . 



JAMT. 4 
OK 2 
OK 3 
OK 4 

i 

OK 5 
OK 1 
SA 1 
SA 2 



/ 



(continued) 

POST SI^E iT^LLOW-UP (relate 
obje<itiv^sH:o ' the gob site 
the studejat. ^ent to) - ' 

A. The student will complete 
brief ... * ^ _ - 

B. The student wilf^list the 
different ... ^ 

C. ^ The student will' compare > 

spfecific . . . ' 

D. ' The student will describe ^ 

the contributions -. ^ . . 
, * 

E. The student tvill .identify 
alternatiV'es . . r 

\ 

F. Each student shares with 
the class ... 

> 

G. The- student will look at - 
his/her site ... 

II. The ^student will look at 
hiis/her site . . 



J . 

ENTERING THE WORLD ' 
1983 EDITION 


1 




* - . ■ / 


third 


2 weeks 


. Chapter '3 


r 














• 


Chapter 11 




< 


Chapter 11 




-» 


• 








third 


4 weeks 


Chapter 2 

4 







'IX. 



JAMT 3 



UNITES 



ftESOURCfiS FOR JOB 
SEEKING 



The student will identify 
•and describe how to use 
a variety olV- resources to 
find a job . . " 



{ 




ERIC. , 
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SA 1 

01^ 1 

OK 6 

JAMT 1 



JAMT 4 

K - 

■ OK 2 
OK 3 
OK 4 

I 

OK 5 



CYCLE # 5 - INDIVIDUAL STUDENT 
SITE SELECTIONS - PRE-SITE 
RESEARCH (relate objectives 
to student site 6hoices) 

A. THe student will compare 
OGCupat.ions . . r 

B. The student will 'bomparo 

occupations "... 
• ' * ■ 

C. ' The student will identify 

and describe ... 

D. The student will identify 
and use ... 

/ ' ^ 
»E. the student will identify 
. the typos ... 

SITI? EXPERT EN CES/STUDE>IT 
COMPLETION OF CAREER- 
KNOV/LEDGE AND PREFERENCE^ 
INFORMATION SHEETS * ' . 

) ^ 

POST-SITE FOLLOW UP (relate, 
objectives to the jot)' site 
the stv^ent went to) 

A. Thfe student will complete 
brief • • /. 

B. The student will^ist the 
different ... 

C. The student will, compare 
specific . . . 

D. The student will describe 
the contributions ... 

E. ' The student 'will identify 
. * alternatives ... 



ENTERING THE WORLD 
OF mRK 
1983 EDITION 



Chapter 11 



Chapter 11 



Chapter 11 



V/ 



Chapter 3 



9 WEEKS 



fOUD.^th 



fourth 



TIME 



2 weeks 



1-2. 

days of 
shadow- 
ing por 
school 

2 week.s 



ERIC 
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:< 



J 

■ J 



X. (continued) ^ - 

OK 1 F. Each student shares with 
^ . the class his/her . . . 

SA 1 G. The student will look at 
his/he?r site . . . 

SA 2 H. The students will look at* 
- * his/her site ' . / . -i^ 



ENTERING THE WO:kLD 
- OF WORK 
1983 EDITION ' 



( 



Chapter 11 
Chapter 11 



9 \fEEKS 



Tl\'E * 



XI. UNIT 4: I>URPOSE OF AND ATTIRE 
• FOR JOB INTERVIEWS 



fourth 



2 weeks 



JA^^T 5 A. 



JAMT 6 f^. 



The student will describe 
generally accepted attire 
for a.joiD interview. 

The student will describe 
the purpose of a 'job 
interview, illustrating 
both thej benefits to the/ 
employer and applicant. 



Chapter 4 



Chap ter * 4 



XII • PLANNING FOR SUMMER JOBS 
PHASE -I II EXPERIENCES 



AND 



fourth 



3 d^s 
revi ew ) 



A. Discuss volunteer, paid, 
non-paid (babysitt ing 
walking dogs J or lawA- 
mowingV . . ) jobs . • 

B. Review^ steps to locate 
summer or temporary jobs. 

C. "Have Phase III student 

speakers talk to s.tudents . 

D. List site, choices for 
Phase III and discuss 

why the student chose them. 
, Record on' Data Sheets. ^ '^^ . 

K 1 
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/ 






' ENTEliiNG THE WORLD 
■ , OF WORK " [■ ■ 
1983 EDITION 






Xll. (continued) * ' 








^ . E . Complete Student Survey . 
r * forms and Career Knowledge 
' - and Preference Information 
Sheets (that require 
students filling it out) 




• 




» . . . , , 








' • ■, PHASE II ENTERING THE WOULD OF WORK 


'^■lAPTERS USED: 






• - . . . • A " ■ 


2, 3/4, 5, 11, 
■ 14 , an^V^lS 







t y I. 



o 

ERIC 
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r 
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rnuruSK ti<iei,inE' for pha^i' 


II rA!!Er,R EXPLORATION 




(for Level IV CAST high school programs) 

' ^ ' ' - Jit, 


■ MONtil/DATE 


' ■ STUDENT 
■— ^ r 


. 'teacher' 


■ . Ti 

1 

, SEPTEIIBER 1-6 .' 
■SEPTEllBER 7-13 ' 


Student orientation to Phase II 
Review Phase I - Social Security Form 

r 




— w 

Check CAST J^lders for Release form SQnd honie 
student iplIcKets (Permisision to Test form and 
Informmon/Medical form) - Confirm class list 


■ .SEPTEMBER 14-16 

* . . ■ 


{ 

UNIT 1; FIRST DAYS ON THE JOB 




* 


Sendjabove information to CAST Office with 
■VIS Ijoney , i . 


: SEPTEMR 26-30 ^ 


UNIT 1 - Site selections; #1 




T 


Sprin c;hj)Hnwinnr *rpniipc:t « 1 tn .PAST nffii^A 

t 




CYCLE 1 BEGINS 






i 

f 


OCTOBERS-? 

\ 


Pre-Site Hesearcn - ^ , 




* 


October 5, 8:30 a,ni'. - 2:45 p,m, - Learning 
Coordinator Staff Meeting, Pomonkey Annex 




CGDI-II Pre-test • 

• 




* 


Record scores on Data Sheets and file 


OCTOBER 17-21 


Site Experi^enoe, # 1 




* 


Shadowing r 1 - Learning Coordinator completes 
student shadowing site evaluation and send to ■ 
CAST Office , ■ . » 


/' OCTOBER 24-28/31 

I 








Students complete CK&PI Sheet and file m their 
CAST folders 


■ NOVEHBER 1-3 ^ 
NOVEMBER 7-11 ■ 


Site selections 1 2 , 
' Cycle # l ENPS ' 






Send shadowing request # 2 to CAST Office and 
LC shadowing evaluation form M. 


i\U';VMlDJjIi X*i"iO 


; , Cycle # 2 BEGINS 








' WnVRMFlFR 91-9*^ ' 

', ' ' ■ " 


■Pre-Site Research; 








■••'NOVEra;28-30 " 
'DECEMR.1-2 


Site Experiences' # 2 ' r Students 'Complete 
■,CKSJ>r Sheets , ... 






Shadowing # 2 -"lC completes student shadowing 
site evaluation forms. and sends them to CAST 
Office 


. DECEWBm:5.-§/ . . 


Post-Site Follow Up 




i. 


File. CK&PI Sheets in' students CAST folders 


' :,toiaER 12-16' ., 

ERJCQ . 


■; CyQle^n ENDS; 






Send field trip request # 1 to CAST Office. 

109 



COURSE TIMELINE FOR PHASE I CAREER FXPLQRATION 
(for Level IV CAST hi;;h Mhool'prograois) , 



MONTH/DATE 



19-21 

JANITARY 3-6 
9-13 



JANUARY 16-20 

JANUARY 25- 27 
JANUARY 30-31 

ft 

FEBRUARY 1-3 



EBRUARY 6-10 

FEBRUARY 13-17 
FEBRUARY 21-24 
FEBRUARY 27-29 

MARCH 1-2 
MARCH 5-9 
MARCH 12-16 

MARCH 19-23 



ERIC 
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STUDENT 



UNIT 2: PROCESS FOR JOB SEEKING 



Cycle # 3 BEGINS 

Pre Field Trip Group Research 

Field Trip Experiences P 1 



Post Field Trip. Follow Up 
Cycle It 3 ENDS ' 



CYCLE, # 4 BEGINS ^ 
Site selectioris # 4 

Pre-Site Research 



Site Experif ce # 4 
CK&PI Sheets- 



Post-Site Follow Up 



Cycle tt 4 



Students complete 



CCDI-II Post-ffesting 



TEACHER ' 



♦ January 11 - 5:30 a.ip. -'2:45 p.ni,.;, Learning 
Coordinator Staff Meeting, Poinonkey Annex ' 



Field Ti'ip - LC, completes Field Trip Evalua- 
tion forni and sends it to CAST Office 

A ■ 

7 ■ ■■ ■ ■ ■ 



:i5' 



* .Shadowing Request § 3 



* Stiadowing J*'3 - LC completes student site- 

. ' evaluation form and sends it in to CAST Office 
this wiek 

* File CKS^I Sheets in student's CAST folders 



♦ Recoi'd ^student scores on Data Sheets and 
file,;in student's CAST. folders ■ 



lU 



COURSE TIMELINE FOR PHASE [I CAIIEKR EXPLOHATION 
(for Level IV CAST, high school programs) 



MONTH/DATE 


STUDENT ■ 


TEACHER _ 








; 


MARCH 27-^30 


UNIT 3: RESOURCES FOR JOB SEEKING 




\ 


' APRIL 2-6 

ilk 1 1 X U U V 

APRIL '9- 13' 
APRIL 16-19 


Site selections ? 5 ' * * ' , v 


* 

* 


April 4, 8;'30 aini. - 2:45 p.m. , Learning 
Coordinator Staff Meeting, Pomonkey Annex 

Send shadowing request # 4 to CAST Office P 


APRIL 24-27 


Cycle # 5 BEGINS 




1 


APRIL 30 


Pre-Site Research 




i . 

1 


MAY 1-4 








MAY 7-11 


Site Experience, JT 5 - Students complete 
■ CKSJ^I Sheets ' ' 




■ . . . ' * 

shadowing site student evaluations, and sends 
them in to CAST Office 


MAY 14-18 


Post-Site Follpw Up ' ' 




File CK&PI Sheets in students CAST folder 

1 


MAY 21-25 • 


Cycle If 5 ENDS , 




* 


MAY 29-31 
JUNE 1 
JUNE 4-8 


UNIT 4: PURPOSE OF INTERVIEl^S / 

Alllrx rUK iNlLH\>iLi»o , 

Students complete CKSiPl Sheet^^nd 
Student Survey forms ' ' 


* 


Learning Coordinator sends in to CAST Office: 
ALL Student, Survey forms,, ALL CCDI-II Pre and 
Post Student Score ■ Vfcrksheets,, ALL Career 
. Kn.owledg6 and Preference Information Sheets, 
ALL Data Sheets, ALL CAST Instructional 
Materials 

4 






* 


Learning Coordinator contacts Program 
Coordinator to confirm each student's ARD 
phase placement for SY 84-85 and to check out 
if all materials/forms have been returned ^j^^ 


JUNE 11-13 
, 1 


Planning for Summer Jobs and Phase HI 


1 • ' 
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-COURSE TUIF.LINE FOR ^HASi: II CAHElUr EXPLORATION 
(for Level V CA5|||^prof;raiT'Jiiinf;) 



* Note that the 'suggested pace of tliis course obviously is flexible and remember that many of 
•the, unit objectives which are part of Phase II are developmental and as such are, taught again 
in Phase '11 1 as well 



\ 



STUDENT 



septe:>iber i-6 



SEPTEMBER 7-13 
SEPTEMBER 1M6 



SEPTEIIBER- 19-23 
'SEPTEMBER 26-30 
OCTOBER 3-7 

OCTOBER 10-14 
t 

.OCTOBER 17-21 
OCTOBER 2.4-28 

OCTOBER 31 

1-3 ■ , 

mm I'll . 

■ NOVEMBER 14-18 

NOVEMBER 21-23 
.NOVEMBER 28-30. 



Orientation to Phase^ II 



* Complete class lists 

* Send home ■Information/Meellcal form 



Review of Phase I - Social Security Forin 



* " Collect and send to CAST Office VIS rconey/' ; 

, Information/Medical forms^ and confirmed class list 



mm I: • FIRST DAYS ON T^E JOB 
Site selections # 1^ ' • ■ 



V 



* Help students make shadowing* requests ? 1 
■ and ^ead to CAST Office ' 



CCDI-II Pre-test 



* Complete testing, record scores on.;Data Sheets, 
and file in student's CAST-folders' ^ ^ " 



Cycle # 1 'BEGINS 
Pre-Site Research 

Site Experiences # 1 



* Learning. Coordinator visit confirmed' sites 
and'do ecologicai 'siirvey ' 



One week site. per students ^ ^ 

Day 1 - Trainer, all day 

Day 2 - Trainer h day . . 

Day 3 - Trainer walk in and check back ', 

Day 4 - No trainer V . ' 

Dav 5 - Trainer- and RP eval ' / ■ , 



Post-Site Follow Up - -^Site 



ions 



* .'Help students make, s^hadowing requests. ,^fr,' 2 and 

. /send to CAST -Offite'alonf: with' LC evaluation form 
/from site f? 1 . V 

* ''Students complete CK^I Sheet, "file in CAST^folders 



COURSE TIHELINE FOR PHASE 11 CAREER EXPLORATION 



•(for. Level V CAST programming;) , 





' ., STIIDENT 


^ TEA(Jr 

^ : .V. „ ■ 1 


\ ' ' 

UNIT 2/, PROCESS FOR JOB SEEKING 

, J 
i 


■ " /■ 

( 

r 

\ ' 




Cycle # 2 BEGINS - Pre-Site^Research ' ■ 

Site Experiences 2 


* Shadowings #2 

f 

.* Help students make shadowing reiquests * 3 and sena 
in to CAST Office 

i QfiiflAnfo r>nmrilf^to Pl^j?rPT PhAPtc ;!nf] flip in 9t^idpni'^'^ 

CAST folders >' 

* Complete LC evaluation of shadowing § 2 and send 
to CAST Office. 


/lIT 3: ' RESOURCES 
/ SEEKING ' 

. / " .■ ' . ' 
Site selection/ #3 • ^ ■ 

> 
/ 

/ ^ 

•Post^lte Follow Up • '? 
Cj^e # 2 ENDS , 


Cycle n 3 BEGINS - Pre-Site Research 

Site Experiences # 3 

UNIT 4-A: PURPOSE OF JOB INTERVIEW^ 

Site selections n 4 

Post-Site Follow Up ' ^ 
Cycle # 3 ENDS / 


* Help students make shadowing. , requests # 4 and 

* Students complete CKStPI Sheets and file in student's 
CAST folders 

* Complete and send LC shadowing evaluation to CAST 
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COURS£ TIllELINE FOR P HASE II CAREEF. EXPLORAT ION 
. ^ 

( for Level V CAST programming ) 



APRIL 9-13 
APRIL 

APRIL 24-27 
APRIL 30 
MAY 1-4 ■ 
-MAY 7-11 
MAY 14-18 
'may 21-25 
MAY 29-31 



JU^E 1 
JUKE '4-8 



JUNE 11-13 
days) 



^ost*t 



CCDI-II^Post*testing i 



Complete testing, record scores on Data Sheets, 



and file in student's CAST folders 



f ^ 

Cycle It 4 BEGINS - Pre-Site Research' 

Site experiences # 4 

UNIT 4-B: ATTIRE FOR JOB IKTEkEWS 

\ 



Post-Site Follow Up 

Cycle M ENDS - Students complete the 
, Student Survey , 



Plann'ing, for Sumner (Jobs, Vol'unteer, and 
Leisure) and Planning for Phase III or 
Phase II, second yeir 



Students complete CKSJPI Sheets 



Shadowings fr 4 



* Students complete CK&PI Sheets and file in Sfudenf's 
CAST folder , ■ ■ / 

* Complete and send to CAST Office the'LC shadomg 
evaluation form H ' , / 



'* Send to CAST Office ALL Career Knowledge and 
. Preference Information Sheets, Student Surveys,,:, 
CCDI-I I Pre , aitl Post Test Student ■ 
sheets, Data'"Siieets, and ALL CAST Instructional 

H|ilaterials ' 

'»» Call Phase I/II Program Coordinator' to confirm"' --- 
SY 84/85 phase placments 



ERIC 
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FORMS ^ • ^ 



SS FOmiS CHECKLIST \ 



' T^^BpBnecklists have Ipeen designed as 
mana^eidHp tool^ for Learning Coord! i?ato'rs . 
^fid Program Coordinators. The Learning Coor- 
dinator can ufee this checklis t to keep track 
of the forms and things to be done throughout 
the year^ Each checklist has been divided 
into three sections. The sectidlis deal with 
things T^o be done before the first site', > 
durin g the sites, and at the end of the year. 

; — ' / 

This arrangeme^it not only keeps track of what 
has already been done but it also reminds the 
Learning Coordinator of the next task to do . , 

Although we recommend that Learning Coor- 
dinators use the checklists, they arc optional 
and ^re not turned ^n or' checked by the CAST 
Office. 



RELEASE. 



V 



c The RELEASE form gives parental permis- 
sion to enter the progifarn. The parent must 
check off "each of the' four items that they 
are giving permission for/ an item is 

not checked, the parent has not given permis- 
sion. Items include participation in CAST 
activities, photogvuphing the child, use of 
assessment data, and transportation and njed- 
ical treatment in case of emergency% The 
parent should also fill in the name and^phone 
number of the child's physician, then sign 



and date tjne form^ One Release should be ^ 
signed when the child enters CAS':^ and\vill 
remain in effect long^^a^the^ cnild is in 
tAST. The tieach^ Should dheck fo^r this ^ 
^f6rm;,at the» beginning of each ye.ar.. 



PARENTAL CONSENT FOR EWCATIONAL ASSESSMENT 
(Permission tO" Test Form) 



' To conduct standardised testing • in Project 
CAST, such as the/sPIB and Woodcock/ Johnson , ' . 
signed parent consent is required prior to test- 
ing. We use the county special education permis- 
sion to test form, please identify oi) 'the form 
the tests by nair^j^.. sen parent signature, 

and file the signed- consent 'form in your records. 
Testing occu:^s in early ^all for Phase I students 
and early Spring for Pha^e rf I students. * 

INFORMATION SHEETS ' ' 



An 'INFC^^ATION SHEET should be completed 
each year so that the CAST Office has up-to- , , 
data information regarding the student. This''; 
information is used* in Emergency situations as 
well, so 'it is vital to complete all information 
requested accurately . • - 



lls^In Phases II. ill, and IV the parent must 
complete and signal HEALTH/ MEDICAL INtORMA- . 
TION SHEET each year. The parent 'should indicate 
aiiy physical or health limitations that would 
affect the student ^s job placement or performance 
then sign and date the form. ^. 



ERIC 



DATA-SHEETS - 

' . The DATA SHEETS' are a one pag6 summary - 
Ol; the student ' s iyear in CAST ,. These sheets 
should be updated throughout the yerar (after . 
each site) and turneci in to the Project''. CAST ^ 
Offipe cpmpieted in June; (Sqe .'timeline) : 

■ . ■ ■ ■ • • . ■ • ■' • 

In Section I When" listing field trips 
at.tendeff, .» please bracket the sites seen on a 
given trip S9 that it is easy to determine 
exactly ^hoW; many field ' trips* tha£ s^^ ' 
on. SeVtions II and III. are to be answered by 
directly .^ski the in^o,rmati.on . . • 

In the. Assessment pata Section, there '.are kddi- 
tional pieces of information that we arc request- 
'ing for you to writ'e-ip . In'. additiQ?i to the 
SPIB total percent age ^ score' and the CAST Invert- 
tor y^raf^ng s'c^^^ , please write irf *the indivi- 
^^dual grade equiiyaTent scores on the ,Wopd0pck/. 
Johnson ii\ the areas 'of R(3'a^ing , Math, and ^Vrlt- 
■'ten Languajgfev ' m Section, VEU 

(Vocational :i;valuation Unit) testing, what we are 
reopmrnenddng for our 9th gira^^^ is the TAP 
..(T-^ient Assessment Program) : please riecord the : 
4ate the student participated ; in T^^ testing. 
*Uhder >>pt.he^-'' -^^^^^ :Che:ck-d^^ . please^^ - 

fiii ih the VollQwirig' at't^^ 

for the school year ! ' total excused arid total 
unexcused 'absences. The Data Sheet ^? is -ei^ten-" 
sively used by the CAST Program Coordinb:tors 
and jtht)' Learning Coordinators as a summary of 
the student ' s "experiejtic'es in the program. ^ 
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The student receives a.' copy as he/she exits 
CAST as a reference oil work related experi- 
ences. An incomplete Data Sheet is of little 
use, so it is vital t6 keep this summary tool 
updated and complete. 



In Section I of. the Phase II DATA SHEET 
please identify any field trips the student 
attended in addition to the shadowi.nc and guest 
speaker, events. As in the Phase I Data Sheet, 
Sections II and . Ill are very important and the 
student needs to give you the information. 
** On the "old'; Data Sheet, Phase I and II "are 
combined on one form. If you have Phase II 
students' listed on this old form, you will need 
to write in all assessment data, VEU test dates, 
and attendance information at the. very bottom 
of the form! For Phase II the assessment data 
would include the CAST Inventory and any interest 
inventories given. The regular Vocational Eval- 
uation battery is recommended for our 10th graders 
List ,the date the student completed the battery. 
Attendance information is the same as requested 
in Phase I, total excused and total unexdused 
absences." , 
** The new Data Sheets have ' a separate form 
for Phase I and Phase II, thus making it 
easier to use ard review, and there is an 
assessment section on each of the two forms. 
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PHASE 



III 



"/ 

For each site that the student < ^ 

attends, the Learning Coordinator should 

•. ' » ' 

record on the DATA SHEET the occupation, nanje 

of the site, and a one word evaluation (sujch 
as excellent., good , adequate , needs improve- 
ment, poor, unsatisfactory, etc.) tlhtat' summa- 
rizes the opinions of the Resource Person - 
Teacher - and Student. Beside ''Would Hire'', 
the Learning Coordinator should write ih the' 
word "yes" or "no". The dates are important 
because it gives a record of the length of the 
site. 

Although not asked for on the form, the 
Learning Coordinator should also mark any 
attendance problems and any standardized test 
data in Reading, Math, and Wri tt en Language . 
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PHASE 



IV 



Paid experiences should be listed, at the 
bottom of the DATA SHEET, under the On-The-Job 
Training/Work Study Section . /Any additional 
Phase III site experiences for Phase IV students, 
should be added to the top of the page. Career 
Investigation Section , with the appropriate dates 
listed. At the end of the year, complete Sections 
II, III, and IV at the bottom of the page. This 
forhi should be as complete and accurate as possible, 
This work-site history will be used in referiring 
graduates to other agencies. 
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REQUESTS FOR PLACEMENT 

These forms"' should be submitted to the 
Project CAST Office prior to each site, 
according to the timeline due date* They 
must be turned in on time to allow the max^ 
imum amount time for site development and 
placement and student preparation- to take place. 

REQUEST AND SCHEDULE FOR FIELD TRIP 

The Learning Coordinator should assist the 
students in requesting field trip choices which 
cover as many of the 15 USOE occupational clus- 
ters as possible in the seven given field trips 
during the school year. The students should 
vote on which occupational clusters they wish to 
explore first and indicate one or two types of 
businesses representative of that cl*uster for 
each cluster choice. Each in-county field trip 
consists of three site visits and with out-of- 
county field trips there is usually only time 
to make one or possibly two site visits. Please 
refer to the timeline to identify if the given 
trip is to be in 03;;^ out of county in order to 
fill out the form correctly. The Program Coor- 
dinator will then select and contact field trip 
sites. The form is in triplicate and the pink 
copy with the confirmed field trip schedule will 

be returned to the. Learning Coordinator accord- 

i 

ing to timeline dates . 
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INCORRECT FIELD TRIP REQUESTS 



Comments 



1. 


Bob's Big Boy 


[ Choice # 1 gives a specific place 


2. 


Health 


j which the Program Coordinator may 


3. 


NOS * 


i or may not be able to get. Choice 


4. 




} # 2 is just the opposite, it's too 


5. 




1 general. Wliat types of businesses 


0 • 




! wmi 1H vmiT* p1n<^<^ lilcp to — 

1 *' 

\ name one or two. Also note, only 
j three choices were given, please 
1 give 5-6 choices just in case one 
j falls through or cannot be set-up, 

I r , > Z 



CORRECT FIELD T 



RF.QUESTS 



Occupational Cluster- Requests 



] . 


— T 

Hospitality and Recreation 
a. fast food 


4. 


Personal Services 
a. hair stylists 






Health 




b . cleaners 




2. 








a. nursing home 


5. 


Public Services 








a. police station 




3. 


Hospitality and Recreation 




b. fire station 






a. hotel 










6. 


Health 

a. hospital 


a 



V 



PHASE 



REQUEST TiND SCHEDULE FOR GUEST ' SPEAKERS 

The Learning Coordinator sho^d 'assist 
the students in deciding on guest speakers to 
visit the class. Guest Speakers c^n be help- 
ful as a follow-xi|) to' a field trip or shadow- 
ing, preparation for a^fi^ld trip or shadowing, 
or to^ address ocQupationcal clusters the group 
has not. been able to visit. The request can 
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be turned in as the Learning Coordinator 
sends in the. request for field trips or 
shadowings. Phase I Guest Speakers address 
their business in general and in Phase II 
an' employee's specific job is addressed. 
On the form, please circle whether the 
speaker will be for Phase I students, 

I 

Phase II students, or both. After list- 
ing the oi^cupat j.on , also list the type of 
business desired within that occupational 
area. If preferred dates and times are 
not listed, the Program Coordinator will 
assume any date or time is fine. The f.prm 
is in triplicate ap.d the pink copy with a 
confirmed schedule will be returned to the .; 
Learning Coordinator. 

REQUEST AND SCHEWLt FOR SHADOWING 

The Learning Coordinator should assist 
each student individually in select^ii^g specific 
job titles in three different career areas .by 
prioritizing. The Program Coordinator will 
select and contact businesses. Any informa- 
tion about appropriate dress, lunch, etc. will 
be listed'under "selected site comment^". Some 
sites allow shadowing students to try-out tasks, 
others, vespecially in' the more hazardous job 
areas, only permit observation; If the Program 
Coordinator is aware of the above, the Learning 
Coordinator will be notified of this as well. 



127 

109 



INCORRECT SHADOWING REQUESTS 





Three Jobs Requested 


Comments" / 




1. 


Gas Station 


In choices 1 and^^T^^indicate the 




2. 


Hospital 


specific job being requested - ^ 
attendant/mechan|.c. For choice 




3. 


Safeway 


a 3, give a job title not the * ; " 
name of the business. 




1 




All three choices are in the 


I? 


2. 


Salad Bar Preparation 


same career area, job titles 
in different *career , areas are 




3. 


Cook 


to be given. 





CORRECT SHADOWING REQUESTS 



Three Jobs Requested 





1. 


Stock clerk in a large warehouse. 








2. 


Cook in a fast food business . 








3. 


Aide* in a day care center. 






PHASE 




REQUEST FOR PLACEMENT 




1 
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The Learning Coordinator should assist 
Students in selecting job titles^in three 
different career areas and in prioritizing 
these choices. 

The Program Coordinator wil!^ select and 
contact the specific businesses that offer 
jobs in the areas requested. If no placement 
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can be made in the first career area, 'the 
Program Coordinator will begin contacting 
biisinesses in the second and then third 
choice areas. 



INCORRECT REQUEST . FOR PLACEMENT 



1. K-Mart ^ ^ 

2. Peoples Drug 

3. McDonalds 


Should use job titles not names 
of businesses . Wiat jobs are 
being requested at these places? 
These particular businesses may 
not be available. 


1. Stock (K-Mart)' 

2. Grocery (Stock) 
Stock (Sports) 


These show the same career area 
but in different places. If . 
that job is unavailable, there 
is no second choice. 



CORRECT REQUEST FOR PLACEMENT 



Placement Selection By Occupation 



Comments 



1. Stock (anywhere but a warehouse) 

2. Any kitchen work, prefer 

fast food 
s 

3. auto body repair 



Three different jobs 'with coiranents 
concerning preferences or 
exclusions . * 
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REQUEST FOR PLACEMENT 

• For Phase IV students, the request 
for placement form should be submitted as 
early in the year as possible and there-- 
after at any time throughout the school V. 
year. Students who do not find paid jobs 
right away may request to attend additional 
Phase III sites. Requests for Phase III 
site experiences s4iould be sent in on the 
Phase III request form with the other 
Phase III requests. 

STUDENT PLACEMENT AGREEMENT 

Once a site has been found, the. Program 
Coordinator will get the Resource Per<E>on's 
signature on this form and send it to the 
school. The Learning, Coordinator should get 
all other signatures and return the form t^"^ 
the CAST Office as soon as possible. The 
^ CAST Of f ice generally needs to have^ this form 
back 3-5 days before the site begins. If the 
student is under 18 a Work Permit will accom- 
pany the ^^tudent Placement Agreement. Have 
it signed .as well by both parent and student. 

SITE INFORMATION SHEET 

This form will be completed by the CAST 
Office for^each student and a copy will be 
sent to the Resource Person, student, teacher, 
and parent after all Student Placement Agree- 
ment fOrms have been completed and processed. 
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SITE AND TRANSPORTATION), SCHEDVLB 



hows* 



This form shows^ the site and trans- 
portation arrangements for the students 
who are going out" It will be completed 
by the CAST Office just prior to each Phase n 
Ill's site and two copies will be sent to 
the school; one for the Learning Coordinator 
and one for the school office or administra- 
tor in charge. Transportation arrangements 
f or Thas e IV' st u(Je nts may " or may no t ch ange 
during the year. Read tbese ' schedules care- 
fully and note any changes. 

TEACHER MONITORING AND EVALUATION ' FORMS 

The Phase I-IV form^ are to bemused as a 
guide to assist the Learning Coordinator in 
monitoring, planning for, and evaluating- the 
student while on site, 'rhis data will also \ 
proyide program document ^t ion and give valuable 
data for future placemerit of the student, Tliis 
information should be sh^ired with the student 
"as well as the CAST Office. All monitoring and 
evaluation forms are to \)e turned-in to the CAST 
Office after each site, v ' • 



LEARNING COORDINATOR FIELD TRTp EVALVATIQ. 





The Learn ing\f29^^^^^*3ra^ o4rry and 

complete the field trip evaluation fo/rm while 
on the field trip or imnjadiately aflijer and siend 
it, to the CAST Office. A cojDy will 'be returned 
to you.> This foirm is arranged to collect and 
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give information on student field trip 
attendance , individual student behaviors , 
group behaviors, and site effectiveness,. 
One fully completed form should be turned- 
in for eaoh CAST field trip tha^^^t^urs 
during the school year. The field trip 
evaluation should also be referred .^o when 
considering f uture studeKj^ phase placement 
since it now gives individual student 
behavior, as well. 

LEABNING COORDINATOR SHADOWING EVALUATION . - . 

The Learning Coordinator should carry 
the shadowing evaluation, forms along while 
monitoring the students. The form gives more 
comprehensive feedback oh student site atten- 
dance , appearance , attitude^ and behaviors, and 
general site experience outcoQies. The fc?rm 
needs to be completely filled out and sent to 
the CAST* Of f iQe as soon as possible after each 
shadowing cycle. This f ormat* was. chosett to 
give the Learn ing Coordinator specific infor- 
mation to refer back to when considering site 
performance ai^d future phase placement • The. 
Program Coordinator will use the information 
when considering future shadowing placements ^ 
far each student. 



This form is. to be filled out after any CAST 
guest speaker, event and sent to the CAST Office. 
A copy will be returned to you. I't^ecords who • 
attended, the\^ase the p^sentation was geared 
to., individual student response to the speaker, 
and the type and effectiveness of the presenta- 
tion. Please fill out all information requested. 

TEACHER -HON im EVALUATION FOmi 

"The Learning Coordinator must complete . at 
least one TEACHER MONITORING AND EVALUATION FORM 
per site. The form is arranged so that the same 
sheet can be used for all thre^ required monitor-- 
ing visits or a separate page ^ari be used each 
time. The form has four sect^^s. Each section 
should be utilized and/or completed during the 
site experience. 

Section 1 is a checklist of things to_ look 
for or ask about while 'moniiqrinf^ . >Writ^ in the 
appropriate answer or niarJ< V rating of E, A, I, 
or U. Studeint activities can be listed at the 
far Idft . ^ ^ . • V .; - ^ 

Section 2 addresses at:^endance. Please 
mark the site dates a^ the lef t ; code atte?)^ance 
with. P, - AB ,: or 'U ; including any comments or expla- - 
hatibhs- at . the -rig^^ Finally , c^-rcle a rating 
of E, A,-'l, or U for the site. ci.rcle EXCELLENT , 
if the student had 0 absences; ADE^QU ATE if the 
student had 1 absence; I MPROVE^ffiNT; NEEDED if there 
were 2 absences or' 1 unexcused; UNSATISFACTORY if 
even more absenges were recorded. Make sure th'at 

i3>3 

• ■ . , ■■■■lis ' ■ ■ — 



the student knows the iinportance of good 
attendance and how he/she rated for e^h 
site. After all, even the best worker is* 
ijo good to an employer is he/she is absent. 

Section 3 provides^an arear- to brief ly - 
list; skills or assignments that you will be 
worlrsTtg on with ,the. ^^^tudent.. They can 
address academic^ , 'behavior or attitudes, 
attendance, Job skills, job search skills, 
etc. The Learning Coordinator should utilize 
.this sect j.9.n_ for e^^^ student and for each 
site. Any areas that need improvement shQj^l^drv^^ 
be explained or planned for here* 

Section 4 giy^s the Learning Coordinator 
space to summarize: and evaluate the student *s 
site experience or makev-ansr^pomments concern- ' 
ing the student's performatic^ . 

TEACHER MONITORING AND EVALUATION FORM ^J-- ■'■ 

.•■'iiHe TEACHER MONITORING AND EVALUATION 

". A-..,. • ^ :•, 

FdRM f'^.r Phase IV studairt.s^ is designed to 
corit.airi one? month ' s worth -bfp iponitoring (2-3 
SvjnpijitoTinrgs) . Separate formd;'may be used for 
each- vi^t if the Learning Coordinator prefel*s'. 
Students should initially be monitored in 
person or by phone once per .wGj^. Aft^r the 

site, is well established, studffenta wbo'^are 

■'. 

. performing well should be monitored a '^minimiirn'' 

of \ne^time per month in person and one time by 

\ ■ 

::phone'. Additional monitoring is expected if 
pr.oblems arise, to initiate solutions and foll^sjw 
i^on results. 
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The form has five .sections . Sections 1, 
2, and.,3 are similar tp^t^^ III monitor- 

ing form. ' They include a checklist area for 
three visits, .an attendance section , and aij 
action planning, sect ioAi. Complete these as 
you did on the .Phase III/ form. Section 4 
provides an area , to record'-intjerventiori in - 
problera areas. ' The Learning Coordinator should 
record the date tl^ problem: dccurr'edV^ 
nature of the problem, the intervention tried , 
and a brief mentioq of the results . "^^ pro- 
.cess sho.Uld be repeated arid' oth^r^^ or 
problems added/ ^if results are not satisfactory 
by the end bf the month. Section 's givQs the ; 
Learning Coordinator space to summarize and > 
evaluate the student for the month. 

RESOURCE PERSON EVALUATION FOmS 

The Resource Person is asked rto evaluate 
group Qr individual studehts (dependent on the 
phase')- after^^^ch site experience. This eval- 
uation provi/des the student, teacher, and CAST 
Office with, is^ircct feedback about site attervdance,^ 
attitudes and^behaviors^ i; -^nd specific job related 
abilities '( in Phases IV). Inf o r mat i on 

from the Resource. Person evaluations can assist - 
the teacher with ,\nUividual studqnt programming 
and whpn consideri-^g future phase placement. The 
Program Coordinvatoi* oan use the feedback in site 
development activities .as weTl as when considering 
future site placement . and in seeking paid^ positions 
for students. ^ Finally , the student should use this 




ERIC 



information as a reference and as a tool; to 
.improve '^the 'weaker ar^as cited and, b.^. farther 
awa:?*e of p^fsqn^al strsn^gths ^ 



RESOURCE PERSON FIELD 'TRIP ^EyALUATION 

The CAST Office wili. m^^^^ • 
form to the field trip host; reqiiesting the • ' 
form to be completed and returned to the- CAST 
Office. It will be copied :;^nd then forwarded; 
on to the Learning CoordinUtror/ta, share with 
the class and to use in the ways described on 
the previous page. The Resource Person is 
asked to rate group behavior, interest, level, 
questioning, and attitude. Suggestions and 
^feedback on the^f f ectiveness of the field 
trip, are also s^licAted. " , . /' 



RESOURCE PERSON SllhDOWING EVhLVhTION 

Shadowiifg evaluations are sent to the 
ResourCe/-*M^ by the -CAST -Off ice . If the 
Resourc(^j Person returns the evaluatiron to the 
CAsy Offj[.cfc, it is then copied . and sent directly 
to the Learning Coordinator. -Tphe' evaluation 
should be snared on a oiie'-to-one basis-?with the 
student. The inf carnation de^iypd. f torn 'thi^ form 
should' help the t^acj^ier anil %li;e "student note 
strengths and weaknes&es in behavior, attitude, 
and relating to othe rs , The general impressions 
of the liefeource Person and the specific comment 
section on the "back can give the student a much 
deserved pat on the back or suggestions for 
future - improvement . It/s otften an eye opener*.^ 
to si?e how others view us and can definitely pro 
mote the Phase II student ' s self -awareness . 
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PHASE 



RESOURCE PERSON GUEST SPEAKER EVALUATION 



PAGE 



I-II 



PHASE 



Agarh , the CAST Office Is responsible . 
to get, the evaluation form to the guest 
speSiker, After it is returned to the office, 
it will be cippied and sent to the Learning - 
Coordinator to share with the class. The 
form mostly focuses on group behavior and 
class preparedness for the presentation. 

RESOURCE PERSON/STUDENT EVALUATION . ' 
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III 



The Resource Person is asked to eval- 
uate the stiident once, at the end of the 
6ite. Please make every effort to ensure ' 
that each student receives a Resour.ce Persbii 
evaluation .v Ask the Resource Person to fill 
it out before, the end of the site and give it 
to the student to bring back to school. If 
it is not returned promptly try to go pick it 

up the last fe\y,4^ys.'G^ the si-fe. If the 

.■ ■■ . . 

Resource Person : doesn Vt have it ready, perhaps 
you can offe^Tto sit down with him/her and 
fill it out. If they, or you, don't have time 
for this, leave them an 'addressed envelope and 
ask them to mail it in. Follow-up by calling 
them back in a few days or a week to. see if 
they have done the evaluation and piit it in 
the mail. If not , J;hen fill one out yourse.lf ; 
while talking to the Resource Person over tiie 
phone. 
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PHASE 



RESOURCE. PERSON/ STUDENT . EVALUJiTION 



PAGE' 



IV 



Ask the Resource Perisph.' to complete 
one evaluation pei^ riine week, period. Use 
the same procedure f or coXlectlon as in 
Phase II I . ■ . . 
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STUDENT EVALUATION FORMS 



PHASE 



CAREER KNOW,LEDGE AND PREFERENCE INFORMATION SHEETS 



PAGE 



Ttie CAREEir KNOWLEDGE AND PREFERENCE 
INFORMATION SHEETS are, to be filled out by 
the student with teacher assistance (if 

-•^'^^ needed) after each field trip experience . 
It requires the student^ to begin to eval- 
uate ivi.s experiences in terms of what was 
seen, what new learning occurred, and likes/ 
dislikes. There are five questions to be 
answered, the. questions are repeated several 
times oh one form so the same form can be 
used throughout the year. The form is to be 

. ! sent to the CAST Office at the end of the 

year according to the timeline. The Learn- 
ing Coordinator can use the form to get some 
information on student, progress in the 
acquisition of occupational knowledge. 
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'IjjAREER KNOWLEDGE AND PREFERENCE INFORMATION SHEETS 



PAGE 



II 



The CAREER KNOWLEDGE AND PREFERENCE 
INFORMATION SHEETS for Phase II students has 
slightly different questions than the Phase 
I instrument • This form should be filled in 
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after each shadowing. You will note the 
seven questions are repeated several times 
so that the same form can be used through-- 
out the school year. Like in Phase I, 
the form is to be sent in to the CAST * 
Office, at the end of the school year 
according to the timeline. The questions 
help the student evaluate his/her experi- 
ence more personally as If they were 
thinking of themselves in that jiob. 

STUDENT EVALUATION FORl^J/ STUDENT SITE EVALUATION FORM 

These forms ask the student to think 
about and respond to questions about his/her 
site in terms of specific site information , 
job x-elated information, career evaluation, 
and self-evaluation. Spaces have been,^ 
provided on the right to either circle or 
write in responses. The back is an eval- 
uation checklist. This form has been 
designed to be read to the student. Answers 
may be marked by the Learning Coordinator 
when necessary. 

• Phase III students should complete 
this exercise at or near the end of each 
site, J " ^ 

Phase IV students should repeat this 
activity at least once each 9 weeks. 
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PROGRAM EVALUATION 

PHASE ' .. STUDENT SURVEYS 



T^L 



J , "At the end of the school year, all 

jj ' students are asked to review his/her year 

III and IV ' in the CAST program and to complete a 

phase survey . These surveys reflect 
individual student perspectives and opinions 
* . . about the program. The student' surveys give 

the CAST staff direct feedback on what the 
student perceives as benefits of being a 
part of CAST, which in turn gives us infor- 
^ mation on v/hether or not our service delivery 
. techniques are helping us reach the goals of 
the total program. The surveys are to be 
sent by the Learning Coordinator td the 
CAST Office at the end of the school year 
according to the timeline due date. 

Program evaluation incorporates da^ta 
collected from parents, students, participat- 
ing businesses, school-based CAST staff, and 
their administrators as well as testing result 



ERIC 



/ 



122 



140 



aST Otfice 
at end of i;ear. 



■ IC turned xn aiJ 'CAST 
ESterials at tbs end 
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\''Y: ^ .BOARD, OF eOUGATlON, 

../.^ : GF CHARLES c6uNTY " 

. . . . V • LA PLATA. MARYLAND 20646 



Jo'hn'vH.' Bloom 

. SUPEHINTENOENT 



TELEPHONE: 934-4671 



Dear Parents/Guardians « 



■ ' You will see a page attached/ to this letter. We ar.e asklAg^^ ^ 

for; your permission to (Jp a variety of activities that wili ' affect 

your "Child. These are: ^ ^ * y . ' ^ - 

Ii Have your 'child, 



. taken on ;^i.eld trips., Have your chird.vK>rk 
at^^a job siter • ■ : , . ' 

'2\ Hav^ pictu2:es aind^ interviews taken of your 
.[ . child ' to used in newspapers, slide-tape 
• . ; shbws ,\etc. , -^^ . . • . 



iave score's from your . chi'ld ' s tests used in 
I report . . 'without using your child ' s . ; 



3. He 

' .. . . a repo] 

.." ■ . . '-^ . ' name, of cdurse.^ . {' '^ i ; 

4. ' :nave your child taken tcCthe; nearest hospital - 

. ■ if anything s^bP^.ld' ha:^eh in^ school^ .going tO" • ^ 

and; tetu^rni^ag from.; a job sit^e , or 'while at a* . 

■ ' ' ..-'.job; ■site. • ' .» ' . 

If you see- something qn.-the form that you.., do pot understand,^ 
please call us for an explanation. Place a chfeck ( )' xiext to I 
each itetia number to indicate agreement. " ; , 



Please feel free'to call us if, you have any questions about the ^ 
.-Project. CAST program. • Thank you very much. • / ' " , ■ 



Sincerely yours , 



teacher 



^ Phone number- 



Q BJDrclr 
ERXC Attachment 



• • Barbara DiepV:'^'^ ^ 
PiX)gram ^]an'agelyCtoor,dlnat6r-,*^ 
375-8171 * : 



12^ 
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< -CHARLES COUNTY BOARD OF EDUCATldN 



RELEASE 



I give my perminsion to the JE-ftarles County Board of Eclucation, 
Project CAST, or person (s) opei^ati-ng in its .authorized behalf : 

• 1. Tarhaye my child, - . ' . ^ ■ participate 

ijv ^if<3->^be transported for Project CAST' activities which 
iriclude field trips, shadowing, and v/ork-site placements.'* 
^ ■ ' ' ■ 

2. To take photog^raphs ^ ta'pe^s , |7i^deotapes , slides, and % 
recordings of my chi,ld, for tlW purpose of reproduct'ion 
publication, and> iliustratioljf in ^li- advertising and 
publicity media relating to Pr'c^iect. C^ST', and in all ? 
Vv'' material^ td'^ be utilised for 'ref)1Licat'iQn activities^ 

such' as" film strips, slide-tape presentations, etc. 
I understand that this also includes ipt^erviews , - 
citing my child^ by name/r-for pu6licatiorv in newspapers 
^1 and for use in other mediae g. ^ radio, television) 

and articles written by rii^ -chiid regareling the Project 
■• . ^^AST program. understand that any fnlin, pictures, 

^ 'quotes:, ^ind ta-pes- of my child become the property, of 
v.the Charles County , Board of Education and may be used 
in the dibove state^-^ manner for an indefinite period 
'.-^ ■ of •:tiine. " • . r - . 

. 3. . To use* xnt.ornv"il and formal assessment data on my cha ld.;-; 

^. tO' derive and x'eport prc5 jecL imn^ct'jwi th the under- " "'^ - V * 

^^anding the\^ my child *s name v/^llt not be -"used in any 
such report/' . /* 

4,:*v -Tq, in caBp> of emergeficy, arrange for transportation 

: -.to and treatn^ion^t of my child at the emergency room of . 
" .\\>4:.P^ Hospital, or if outside thrS^county, 

JXo "the noa7:'est facility where medical treatme^nt'. is , 
. • c^vailable . In the revent that an emergency ahSuld arise 
^ . ' traveling to and from or at a wpYk site, -I extend this 

' p3xiffe.s^ion to tfie bus driver, employer and his/her 
, • designee. [In the e]j^ntiof such an emergency, I would 
like'to have my physiciaiir ' contacted : * , 

■ . • ' • ^ V '. ' i''-;''..} ^1^.'. (name) " <phone) 

.and briefed ir^egarding my child's condition.] 

This relecTse shall be in effect the date of signature and shall; 
extend* until my child leaves Project CAST. I*have read the content • 
of thij^ release.. . I i^'ealize that t^;i! placing a check (v^) next to thq* 
item number, I am in agreement with that itenr.. 



Date • ■ , Signature of Parent/Guardian 



... SPECIAL EDUCATION OFFICE " 
PAKir.NTAL CONSr.NT FOR EDUCATIONAL ASSESSMENT 



^ ' Date - 

School 

To the Parent (s) /Guardians of: . ■ 



To better undor'st.c!nd your child and improve hi.s/hej' cd\icationnl program, we aro * ^ 
requesting your pemvission to provide 'an odu.cUtionai asse^sfliont . .This assessment, wi 11 
be in addition to the tests given ^-.o all students^in your child"'^ class. Yout wri4:.ten: 
permission is necessary for this assessment to occur. You will be informed of the findings* 
and recommendations of this assessment. * * <# a * 

Those aroas ' checked below will be tested: . . ^ * * 0 ^ 

Asse ssments ; ' ^ ^ Posit iyon of lixaminer 

' ReacJinr. (Woodcock-Johnson) - » ' ; • ♦ 

• A V K \ — • 1 '■ ' \ 

M;i4:h (IVoodcock- Johnson) * ^# ^ 

•Speecli/.LangLiage ' \ ; 

Percept n:iT/Mot or ' - 

Aptitude m -^^ 

SPIB ■ ' ' ^ a ^ 

■ .CAS'i' Inventory - ^; v ■ . 



Y(;)n n«v'e the ri t^i* tc> :.in ind^^pendrnt educational evaluation at public expense if you 
dis:;gi-co with an evaluation .obtained by Clmrlcs Co-inty. However, Charles Cpuiity may 
initiate :i hearinr under ^121a.S06 of PubJ-lc L:i\v 94-142 of this subpart to show that its 
cv'altK..tion is appropriate. If the final decision is that the evaluaticn is appropriate, 
you still have tlic,ripj\t to an independent educational evaluation,, but not at public e'xpens 

If you .have any questions concerning this, request , please contact ^ 



rit .. , thank you, 

' '. (phone) 

Sincerely, 



Please couiplete the following ^nd return this letter by 
to • ' ' 



• (date) 



(name) .* • 

• • . 

» 0 . • . . . V 

I give permission for ^ ^ to be tested.^ 

: r do not give per}nlssion for • _^ to be tested. 

Cominents: . - V * • . ' » ^ ' ■ 



T also give pernii ssi on f or the Charles County Board of F.duciition to send to the 
Maryland State ncp;:rt meat of Hducation a Special Services Information System (SSTS) Form 



for Chi Id Find; • . 



X)lUynX^)^^\:^v^^^^ telephone number ^ « date 



PROJECJCASr 



Phase I 



School 



INFORMATION SHKET 



Sfiident '*s/lJomplete Name 



# 

Grade* 



last 



Date of Birth 



first % 



mi 



month date^ 



year 



Parent /G\aardian(s) Complete Name _^ 



last 



first 



middle 



last 



f i r^:;t 



middle 



Mai.liJiE Address 



street number and name. OR- rou te and hox number 



, city 



state; 



zip code 



Telephone Number 



Bus Number 



ERIC 



,130 



152 



BOARD OF EDUCATION 
OF CHARLES COUNTY 

LA PLATA. MARYLAND 20646-0170 



(30:) 934-4671 (SOU 870-3180 

■ ' ' 

' JOHN- H BLOOM 

'\ SUPERIM INDENT * 



Dear Parents/Guardians:' • ' 

*■ ' ■ ■ ■ * 

In any career education program where students participate in 
some, out-of-school activities,' the potential exists for problems^, or 
; emcrf:c-}ncy situations to arise. . As a precautionary measure, please 
complete the attached form and purchase the accident insuranc^e 
specified at the bottom. • . ' 

"** 

This form updates the personal and health related information 
which will be considered when selecting job«sites and which -may be 
needed in the event of an emergency. , 

Some job sites (such as food service, health care,, child care, 
etc.) -require workers to show proof of a negative TB test'. Since we 
have, found that most, students will explore one or more^ such occupatiorfe 
durinp: thoir ^years in Project CAST, ^ we also a^^k 'that all students 
obtain a T3 {est. This, test cm be given free of 'charge by the Charles 
County Health Depaa Lment any Wednesday between* 2 : 00-4 : 00 p.m. Once 
the test is given the student must .return to the Health ]>jpartment to 
have it ''read'' the following Friday between 8:30-11:30 a.fR. The Health 
Departm.ent v/ill issue the student a card verifying the test. Students 
-should bring this card in to the teacher as proof of a- TB test. 
Parents may choose to have their regular pjiysicfi an perform this test. 
If this is the case, have the' doctor -write, a note to the teacher 
stating the results. Remember, students who do not- get a T3 test 
will be ineligible for some jobs. . * * ^ * ' * ' 

• For your protection, the accident insurance must be purchased 
for your child in addition to any health insurance you may already 
have at home. In Phases II ,_rl II , Und IV the insurance purchased 
th7:ough Volunteer Insurance Seirvice (VIS) will provide low cost 
' '^excess*' medical coverage in the event of accident or injury to non- 
paid students. However, Phase ,IV students who find paid employment 
can not be covered by the VIS plan. We require that 'the 24 Hour 
School Insui-ancc policy be pilrchased as soon as the Phase'^IV student 
begins paid em]:)loyment . This 24 hour policy, is more expensi ve but 
since the student will be receiving a pay check^we feel that' the 
protection it will offer will be worth the cost. Since Project CAST 
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can not allow any uninsured student to attend a job site> please 
send the VIS ijisurance money right away so that coverage can begin 
before the first job site starts. 

Parents and students should tilso.keep in mind that students, 
may come into contact with or contract any number of communicable 
diseases, infections, or parasites (such as colds, childhood 
diseases, lice, etc.) while working in the community. Accident and 
medical insurance usually do not cover these types of situations and 
since exposure to these situations could occur anywhere. Project CAST 
assumes no res.ponsibility for medical expenses related to such 
exi>osure. 

Please complete all of the information requested on the form, 
obtain the TB test, then sign, the form, enclose the insurance money, 
and a;i^turn it to your child's teacher as soon as possible. 

If you have any questions concernijig your child, pleasfe feel 
free to call the Project CAST Office (375-8171 or 283-6814). ^ 
Thank you very much.for your assistance in this matter. 

Sincerely, 

Barbara. J, Diep . Dawn Mill;xr(.i 

Program Manager/. .Program Coordinator, 

Coordinator, . ' Phases III and IV 

Pliase I and II . « 



BJD:DM:clr 
Attachment 



r 



PROJECT CAST 



INFORMATION/^IEDICAL SHEET 




PHASES II, III, & IV 
' (375-8171) 



(This form must be completed and signed by 
parent/guardian and submitted to the Project 
CAST Office prior to student participation 
in any job placement experience. ) 



Student's Full Name 
Scljool 



Social Security No, 



Nam^ of Parent /Guardian 
Address . 



Telephone Number 



-^Contact- in Case of Emergency 
Name of Doctor 



Date of Birth 
Bus No, 



Phone 
Phone 



Health Insurance Policy No, 



Company 



fJEDlCAL INFORMATION . 

•Many jobs require workers to show proof of a negative Tuberculin . Test . 
Students who do not have a current TB test will be ineligible for some jobs. 
If your child needs a TB test he/she can be. given one free of charge by the 
Charles County. Health Department or you* can contact your private physician. 
Please send .the Health Department tuberculin status card or a doctor's note 
to your child's teacher. c 



Date of TB test ■__ Status 



Is your child taking any medication? . If yes;, please state type 
and purpose. ^ " ' 



Does your child have any of the following conditions?. If yes, please explain, 

• * • . ' ■ 

Dizziness or 



{ I Seizures 



High Blood 


1— — - - 7 

•1 I 


Pressure 


Respiratory j 


1 1 


Problems / 


Visual or Hearing . 




Problems 


n 



Heart 



] Allergies 



Back or Muscle * 
Problems 



CZl 



L 

Other physical handicaps, limitations, or health impairments 

Pl0.ase;check;t)i$,;>^^ statement, th^lff'^sTgn''^^ form and return it to 

your child ^s 'teivQh^.r. Th^nk you. 

My child , , " . , has no physical- or health related 

I I conditions; that should limit his/her job' placement . 

My child, ;^ v ';'.^ '{i/-1ia&^ the following limit ations : 

I I ' ' •• 

and I feel he/she should not explore job sites in the area(s) of^: 



I have completed this health/medical information on my child to the best of 
my knowledge. I also understand that the CAST Office may require a doctor's 
evaluation of my child's health and fitness, if necessary, for participation 
and that I will be notified if this is required. 



Signature of Parents/Guardians- Who Date 
( Completed This Form ' \ » 

IN SURANCE INFORMATION 
_ . . j_ 

In-order to participate in some out'-oi^-school activities your 
child mus-f purch.^se Etccident/gchopl insurance. Please send in 
the amount due beside the appropriate phase. Thapk you. 

Phase II*, III, & JV: Non-paid students must purchase accident 

insurance through Project CAST. 



□ 



. Teacher's 
Amount . due • Date paid Initials 



Phase IV: Students must purchase 24 hour school insurance 
as soon iis they begin paid employment./ 

< Teacher's 
Amount due ,, Date paid J^5fi Initials 



PROJECT CAfiT 




DATA SHEETS PHASE I 




J.:\ ; fitti^ntV JNJnmft 



D,0,B, 



PHASE I - CAREER /fiiltfAftEPiESS ' : " /. 



Teacher 1 
School j_ 



: V- ■ i 



Year i__ 



pate Entered 



Grede. 



V*V L j$t field trips,3iidgi/eirt^fiak6rs. ^^^^^^^ " 



*. • Field Trips; 












' : «... --v ' 






■. -. ' ■ 


























' . ' — ^ — 

















2. Selection for exploration 
• (occupation/sitefbr Phase II) 



1. . 

2. ^ 

3. ^ 

- 



3. Summer job? QVes DNo if yes, site/ 
occupation: . ' 



After «;hool job? o Yes dno 4f:ye», 

: V. site/occufJation: .i, /• - ' -'" 

'.'fc.'- , ■ ...1. V ■ . 



Assessment Data ' ^^eadiiig ^ 
Woodcock/John^cnv j^^.^^ 

:Ti2e^. ^^^^^^^ 

Social' PTeyodationar /jotai 
Inforfoatiori: B^ttdr^^ Date 



. ■. . . * 



: 

ERIC 



Cast Inventory 

Self Awareness 
Occupational Knowledge 
Job Amt 
TOTAL 



^ Chejckoff: V ' 

,; ' D T€fttin$.l?^ri^rsti on . 

i ■ \:^:^':^t^-yob (TAP) 
r %dtniir JltVf^cjiance 



135 



157 



-'v-s.- v-^" i'^r \ 
. •. A,. ,v-.i,- ; ■••.•f-- 



V 




DATA SHEET -PHASE II 



StudentYName. 



Handicapping Condition . 



PHASE II - CAREER EXPLORATION 

Teacher ^ ' . 

School 



1. List shadowing experiences, guest speakers, and project discovery kits, 



Data Entere^ . 
Year 



Shadowing 


Guest Speakers 


Project Discovery Kits 








^ ' ' ' : : \ • 























































D.O.B. 



Grade 



2. Selection for investigation 
(occupation/site for Phase III) 

; ■'■■1. 

2, ■ 

'3. ■ '. :.. 

■ 4, ■ 



3» Summer job? □ yos t? No 

If yes^sfte/pccupation;. - 



After shcool job? □ Ye$ □ No 

.If yes, si;o/occupdt^on; 



Assessment Data 



Social 5 Prevocational Total 
. Information Battery 



Date 



Cast Inventory 

Self Awareness 
Occupational Knowledge 
Job Amt 

TOTAL ' 

Dfito 



Checkoff: 

□ Release 



□ Testing Per)hlj^ 

□ VOC EvaL.fJnit 



Date: 



on 



° Other AttfinHan^e 

Total excu^d , ^ 
Total unexcused 



ERLC 
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158 



PROJECT CAST 




DATA SHEET - PHASE III & IV 



Student's Name 

Handicapping Condition. 



D.O.B. 



PHASE III ^CAREER INVESTIGATIO 



•School _ 
Teacher , 



Yepr 

' bate Entered (Phase 111) . 



Grade . 



1. Student-site intormatidiif 



Occupation 
Site 

R P Evaluation 
Teacher; Evaluation 
Student Evaluation 
yVoiJid Hire: DNo 
Dates 



( 5 









■ ; 


































■ -IP' 













































2. Selection for training:. 



3. Sumnierjob? □ Yes ^ No If yes, site/occupation: 



Aft]&i^;5Ch00l job? □ Yes □ No If yes, site/occupation: 



Assessment Data 

oodcp ck /J ohns on 
Grade, ScQres 



Reading 

Math . 

Written 
Language 



ocial and Prevocational 
nformation Battery Date 



Cast lnvefft(j|^:^^^ 

Self Awareness 
Occupational Knowfedge 
Job Amt 

TOTAL 

Date 



Checkoff: » 

Release 
DTpsting Permission 
□ Medical 
Dnthpr 



Attendance 



PHASE IV - 0N.THE°J0P TRAINING/WORKSTUDY 

Student'^ Name^ \ ■ 

Handicapping Condition \ 



School « 
Teacher. 



Date Entered (Phase IV). 
Grade "^^ 



1. Student-site information 

Occupation 
Site 

R P Evaluation 
Student Evaluation 
Salary 

Con't After Graduation ^Yes DNo 

2. Salable Skills 



1 



3. "Upon graduation: 

A. Offers (training job):. 



B. 6-month follow-up: 



4. Contact with agencies (Voc. Rehab., CETA, etc.) 



137 



er|c 



Letters of reference 

1. ; ^ 

2. 

3. 



153 



\ 0 




School 



CAREER AWARENESS 
REQUEST AND SCHEDULE FOR FIELD TRIP 



Date due in Project Office _ 



Date Received by Project CAST/ 



12 3 4 5 6 7 

#» . ' 



, OCCUPATIONAL CLUSTER' REQUESTS - List by Prioriif 1-6 



> 



3. . 



4. 



6. 



FIELD TRIP SCHEDULE 

SITE::-; 

Leave^School 



Site Information: 



CONTACT:. 
Arrive Site _ 



mi. 

PHONE: 
* Leave Si'te 



00 

to ■ 



SITE: ' : 
Leave School 



Site Inforination: 



CONTACT: 
Arrive Site. 



PHONE: ; 
Leave Site. 



t 



SiTf: 

Leave SchooL 



Site Information: 

. 160 



CONTACT: 
Arrive Site . 



FRIC 

f^i1 l iff^lrfM:1^il l ^ Kice Copy YELLOW-Program Coordinator PINK-Teacher 



PHONE: 
Leave Site. 



161 



DIOlWlt.M(pmMTIMCC0.,lNe. 




Phase! and il 



Teacher^ 



Occupation. 



Name of Person (i^nawn}_ 



, CAREER AWARENESS AND EXPlORAtiGN-' 
REQUEST AND SCHEDuk FOR GUEST SPEAKERS 



b 'N'.D.J F M A M d 



School . 



REQUEST 

fl 



"Preferred Date and Time 
(must be filled in) 
Comments " 




■ 'Hi 



r 



Confirmed Date and Time, JL 

Name/Phone Number ^ ' 



Title. 



i 



SCHEDULE 

^ Comments. 



Evaluative Comments by Teacher f. ' 



Occupation. 



Name of Person (if known) , 



REQUEST- 



r 

•**Preferred Date and Time. 
' (must be filled in) 



Comments. 



Confirmed Date and Time ^. 
Name/PhonTTIiiimber 



Title. 



SCHEDULE 

, Comments . 



Evaluative Comments by Teacher 



163 



O .. . • 

ERIC 

WHlWBMajopy YE LLOW-Prqgfam Coordinator PINK-Teacher 



OlC<WllOC(rAiWTlNGCOJNC. 



PROJECT CAST« 




PhSsell 



Date of Trip. 



Pick Up Time . 



1 2 3 4 5 .6 7 



of 

use only 



CAREER EXPLORATION 
REQUEST AND SCHEDULE FOR SHADOWING 



Dale due in PtojectCAST Office. 



Date received by Project CAST Office 

Type of Transportation Needed'(Check One) 
□ lift GATE BUS OREGULAR BUS 



student's NAMES 


3 JOBS REQUESTED 


SELECTED SITE 
COMMENTS 


R. P. NAME, ADDRESS 
AND PHONE NUMBER 


- 


1. 
2. 

3. 




• 




1. 
2. 
3. 






- 


1. 
2. 
3. 








1. 

2. • 

3. 






0 


1. 
3. 


~\ 






1. 
2. 

3. ' 






* 


1. 

2. ' ' ■ 
. 2- 1:40 


*. 





lOfficoCopv, YE LLOW-Program Coordinator PINK-Teachor 



I?4 



(hCK WILOC> rniNTING CO . iNC 




' CAIIEERIMVESTIQATION ■ ^ 

mUBSr FOR PLACEMENT 



1 2 3 4 for office use only 



T€a(;hQr;, 



Date due in Project CAST Office:. 



School;. 



DatI received by f rqject CAST Office; 



t 



' IT 

student's (FULL) NAME 


• . PLi\CEMENT SELECTION BY DCCUPATIOH.^ . . " 


#1.CH0ICE^' 


#2 CHOICE ^ 


#3 CHOICE 


PLACEMENT AND COMMENTS* 


• ♦ 

■1- ' r 


> 


/ 




f 


— 1^ ' ■ 

2. . ' 




, 

*= 






♦ ■ 

3. ■ ' 
t 




t 

t 




' ' 'rr" " 


4., • , ■ 


^ 1 




<• 


. < ' . • ,. 


'5. ; 


> 












• 


. f 


1 

/ , 1. . , 










. "li ' 






f ■ 


* 


» 


9. , - 


1 








10. ^ 

ff 






4 




11. 


1 








12. 






f , ' 




13. 




• 
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E RXO* ^"V comments regarding time restrictions or special needs! 
7^%ITE-0lficaCop.y YELLttV-Progrsm Coljirtator PINK-Teacber , 



DlCKWU6tmiNriNGC0jjb< 




TEACHER: 



JRAI}j!NG/WORK STUDY 

REQUEST FOR PLACEMENT 



DATE SENT TO PROJECT CAST OFFICE;. 



■ D'ATE received by project cast OFFICE:. 



STUDENTS NAME 

9 


1 

CCI CPTCn Am IDATIAM 


' *. responsibilities , ■ ' . 


"STUDENT 


tcapucd 


r nUOnnlVI wUnUrlNnivn 




J ■ ■ — 




















last (V 

4* 




















first ^ 






? - ,. 








middle 






• 


2. 

. -i ■ 
















L- 






last 

t 






t 














first 


i . 












middle 










t 

\ 

ft 


— il — — 


















last 




41'. — ^ 








\ 








first , 






IftB 
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ERIC 



WHITE-OfliceCopy YELLOW-Progranj Coordinator PINK-Teaeher 



D«(MUIitmNTWt(0,INe. 



PROJECJCAST 

CAREER INVESTIGATION 

STUDEi^T PLACEi^Ei^ST AGREEMENT ■ 

Phase HI 

I hereby give permission for (student) to be placed 

at , \ \ - » (sit5) from to (date). 

In accordance with program regulations I shall assume the responsibility of contacting the employer immediately in the event tliat 
my child is unable to attend the site on a given day. Should any problems arise with regard to my child's site placement or program 
participation I shall assume the responsibility of contacting the Phase III and IV Program Coordinator at 375-8171 . 

■5 




Parent 's Signature 



DATE 



I will follow the rules and regulations that ap- 
ply to my work experience as explained to me by my 
teacher and the Resource Person. I will tell my teacher 
about any problems that arise at the job site. 



Studenf^ Signature 



DATE 



I shall provide learning experiences necessary 
for this child's participation at the site, I shall assume 

« the responsibility of contacting the teacher at 

or notify the Project CAST 



office at 375-8171 should a problem arise at the site, I 
shall admit the teacher to the job site for the purposes 
of observing, monitoring, and evaluating student 
performance. 



Resource Person 's Signature 



DATE 



1 shall perform the following 4asks with relation to this child's participation at the experience s;te: 



1, Monitor on-site pr'ogress/aclivities on a weekly basis (more frequently, if needed). 

2, Provide educational experietices' relevant to the. site placement, 

3, Communicate with parents on a regular basis with regard to -student progress and in the event problems arise, 

4, Communicate with th-e Resource Pi!rson on a regular basis and in the event a student-site problem arises. 



Teacher's Signature 



DATE 



This agreament may be terminated by any participant in the event that an insoluble situation has occured. 



WHITn~Pro)eci Office 
O tN-Trathcf 



ERIC 



' LOW-Kctouf^e Pmon \ 
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143 



Prograni Coordinator's Signature 



DATE 




, CHARLES COUNTY BOARD OF EDUCATION 

ON-THE-JOB TRAINING/WORK STUOV 



PhascIV 



(A) I hereby give peritiissibri for 
be place at. ' L 



_(sit9) from_ 



Jo. 



In accordaiice with program regulations I shall assume the responsibility <t>f corftaj 



(student) to 
(date). 




Study period 



Parents Signature 



DATE 



(B) I will follow the rules and regulations that apply to 
my work experience as expjained to me by my 
teacher and the Resource 'Person. I will tell my 
teacher about any problems thgt arise' at tl)e job 
site. 



. it 

f 



Student's Signature 



DATE 



<C) I 5hail provftle learning experJerices necessary for 
this: child's participation at the site; I shaU' assume v 
. the responsibility of contacting' the ^ 

^ — ' — ,:^VV orriptifythePi'ojcct 

CASTofiWe at 175-8171 should a pr6blem skua-i- 
tion aris^ it* the site. I ishall a:dmit\the te^^^ 

site for the purposies of ^bsegp^ 
ig, a© evaluating student perfodjrapce, 
^^^H^cordance \yith child labor la\ySjr lag^flP^to^ay 

atttie 



(D)^ r shall perfbrm the follo>yi.ng tasks with relation 




ing ratei" 

LC time pcrioJt desigfiated 



^i^agraph (a)^ ^ 



\ployer's Signature 



^1 





fhis child's E^ticipation at the experience. 

1. Monitor ;on-sit^|^(S^ on a weekly basi^ (moreffequcntly^ if needed). 

2. ProV^ educaliSfi^ Ape/iences relevant t6' the site place ^* 

3. GommunicatCAvith parents on a regular bdsi^^ith rejg&rd to student progress and iiMCilTOu yialLiiu arise. 
4* Communicate with the ^^esourcc I^ersbn on a regular bafis and in th^ event a stude^^^jfroblem arises. 



Teacher 's Signature 



V DATE 



: 4^) piis^g^eemenfma^ by any participant in the event'that an w^soluU&i has occured. 



1 /Ti Program Cobrdinafor^s Si^aiike^ \W 



DATE 




CAREER IJiVESTIGAT.ldfB- ^-^^ 
SITE INFORMATION./ 



f Ijasc III 




Employer/Rjesource Person 

iSite Name^ .Address, and; 
Telephone Number 




Approxin^e t ime - of ARRIVAL ■ ■ 'y'-^^^ 



d DEPARTURE 



f± r s^t I>i#; On Sit e 



Lasti^ay On Site 



\'f:': 



Month 






























. # ^ - . 























liate Dress 



: " Lunch Arrangement 5 Bring? >^ 



Buy? 



Other? 



ly^v^' y Please remfember to call the Resource Person if you 

*A ' i : V . are sick or unable to attend the job site! ! 



If student fails to call in please let the teacher 
^ /: ' If. ' . know when he/she comes to monitor and report the 



student * s attendance in your filial : evaluation at 
the end of the job site. ; Thank you! 




ON-THE-JOB TRAINING/WORK STUDY 
SITE INFORMATION SHEET 



Student 
Teacher 



School 



Employer /Resource t^erson 

Site Name, Address, and 
Telephone Number 



First Day On Site: 
Last Day On Site: 



Student iwill: Ri^e a Bus 

ApproprjLate Dress 

Bring Lunch ' 



Drive 



Buy Lunch 



This student will be on-site every day except Wednesday . 
Approximate time of .arrival on-site ' ■ 



Approximate time of departure from site 



*** Please remember to call the Resource Person 

if you are sick or ^unable to attend the job!'!! 



^ 



***** Empipyer, please report absences, where student fails to 
call, to the teacher. Thank you! 



ERIC 



.172 
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PROJECT CAST 




SITE AND TRANSPORTATION S 



fljasca III & IV 



s Bus # Time 

Teachei^'' 

' . . . — 

' ; School ■ |_ 

■ ■ > 



X 



Student 


Site and RP 


Phone 


^CAST 
a. 




























< 
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— ' — 







ERIC 



In case of problems /emergency , 
notify : 

Project CASTOffic^. SlS-aill 

Edwin Keller Bus detvice - . 
' 645-5166 



DATES 
:oni to 



Regular 
Bus 



Dropped 
from 
site 



174 



PHASE I . • 

Career Awareness ^ 

Learniag Coordinator Field Trip Evaluation 

(Fill, out while on trip. Send to CAST Office immediately after trip. 
, A copy will be returned to you. Thank you.) \^ 



^Learning Coordinator ■ • . - School 

D?tte of Field Trip ■ - h Sites Visited 

(rate ^student^^ehavior as + </\ -) 



StudenVs VOio Attended 


Bus ' 1 
Behavior i 


Followed i 
Teacher i 
and RP 1 
Directions \ 


Asked ^ 1 
Questions | 


1 

Quality of I 
Questions y 


Site 1 
Behavior \ 


Attitude 1 
Towards \ 
Field Tripx 
Experience \ 


Comments 


. -.' , ' -f 

i 
















■ ■ o - * •■ • 
















o ■ . t 

o. 














■ 


*±. . . 










• * 






































— \ , ~~~ 7 \ ^ " 

n 
#. 


















- 















— ■ — ^ 














• ■ 








1 










11. 




























\ » 
































-.7" , , 






■ *», 








.- ■ f 








• f- 














17 • 
















18, 
















19- 






.JL. 










20. 

















Group arrived on-time. ^ ^ 
Group, followed site rul< 



+ 



















Group behaved in an appr6p;t*l ate manner. 
What did you share with the RP that was effective and not 



so effective? 



GeneralV comments about the sites visited, 



What pre-activities did you do to prepare students for this 
field trip and. the occupational clusters they. would see? 



What post-activities do^|Du plan .to do a result^ of this, 
f iisytd trip experience? ,^ . . 







Si ^ 
















; — [ — — ' — ' 








^ 
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4 



ERIC 



I 

J I 

PHASE II ■ • ' ■ 

•« I 

• ' . • ■ • . Career Exploration 

.' Learning Coordinator Shadowing Evaluation ' 

School \ 1__ Teacher ' Shadowing Date(s) 

---L.ji__..-. - . ^ . 

(FllJ out hfhiie monitorinj or next 'day. Send to CIST Office. A copy-will ie r^urned to you J SATE STUDEUT BtlHfpSi^R US; + >/ . " 



J 



student Name and 
oiie AixenaeQ | 


^ 

0 

■3 

^^-^ 


Q) 

0 

3 0 

Q) 0 . 


.c; 

0 

D c 3^ 

(D 3 Q) 

3 d) 4J 
it *'S ^ 


C 4J 

4j '0 '0 ^ 

C Q) (U a 

0 to e 0 

to 0 ^ 
3 Q) 0 a 

to tj tn <ti 


to 

*j a: 0 

C tO'ri 

D to 
3 '0 d) 
i) 3 
toi; ty 


to 

% 

S 3 

w 

'0 M H) 
3 M *J 
ii 0 '1 

I/} to 


'a 

iJ ' t3 0 Q) 
C '1 Ih 3 'H 4J 

'O'H Q,*H ftJ to 
3 0 1 
X ^ 4J d) C 
to Q) a •Q 0 


<1) 1 

CO) to 

3 M £ il 
+J Q), 0 S 
to ^'iJ 0 jM 


'H to 

'Q A 'H Q] 


§ ■ 

to 
to 

^ *j 

M C 
3 

ft, "in +J 
^ 0 to 


to 

m ^ d) ' 

iJ 4] tj to <fl 
c q d) 
3 '0 >4 d) ' 
. '0 d) d) 0 

3 'H 
tfl M'h'H i to 


Comments : • 
(what vent veil 
not so Veil,, 
what d|d studeji' 
do, oi)serve/ 
' try-out, what 
laaming occurn 




/■ 


\ 












' \ 




















• < 
















I) 














/ 

/ 


/ 

1 

• 








0 

t A 

r- 


\ 
































• 


/ 






1— , 




























4 




t 

■t » 




























n\ 


) i 
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■ » 














"3 


'1 


I 
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PHASE I and/or II . ' 

Learning Coordinator Evaluation o£ Guest Speaker' Presentation 
(Fill in right ^fter the pre^ntation. Send to CAST Office. jWe will return : a copy^ to you.) 

Learning Coordinator ' !?chool 

Guest Speaker . Business ' . ^ 

Date of Presentation Phase 

*** RATE STUDENT BEHAVIOR AS: -f v/ • - 



Students Who Attended 


Asked 
Questions 


Appeared 
Interested 


Displayed 
Appropriate 
Behavior^ Si 
Attitudes 


Comments 


■ !.■ ' ' 










2. " . 


m 








3. 




> 






4. 










5. 










• 

6. 




• 






7. 




















9. 










10. ' 








— ^ 



I. The presentation was mostly; . ' .> 

. a. demonstration b. visual representation 

lecture • d. a mix of the above 

II. What did you share with the Guest Speaker about the quality of the 

presentation (what went well, not so well, etc;)? ' 



. . If xx>re than, 10 students att^d the Guest Speaker Presentation, please use 

Q an additional page to list them. Thank you. \ 

£^ ^ 151 179 




PHASE Iir 
PROJECT CASf 
TEACHER MONITORING AND EVALUATION FORM 



1 



E ^ en^cellBXit 
A = adequate 
X = improvement 

needed 
U = unsatisfactory 



STUDENT 
TEACHER 



SCHOOL 
SITE 



1. SITE INK6RMATI0N DATE 








COMMENTS 


RFSOUf^GE! PERSON 










OF CONTACT 










ift/STUDENT ACTIVITIES 

( •Fi^* performing 0 = observing ) 






























V 




- ■ 






■ \ 










ARE TASKS APPROPRIATE? 




■t 

♦ 




- - 


IS SUPERVISION ADEQUATE? " 










STUDENT REPORTS IN & GETS STARTED 










stOdent is dressed appropriately 










GROOMED APPROPRIATELY 


• 






• 


PREPARES MATERIALS & TOOLS 










COMPLETES ONE TASK & MOVES ON 











ASKS FOR ASSISTANCE, WH£N NEEDED . 










MONITORS WORK & MAKES CORRECTIONS 


-4- 








DEMONSTRATES ACCEPTABLE ATTITUDES 
AND BEHAVIORS TOWARD: 

0 ■■ ■ ... 

^ CO-WORKERS ^ 


■ 1 








- , PUBLIC . 










SUPERVISORS^ 










. ► ACCEPTS CORRECTION APPROPT^IAJELY 










— • — ■ . 

FOLLOWS SITE RULES 
(safety, breaks, etp. ) 










WORKS AT ACCEPTABLE PACE FOR JOB 




■ » 







ERIC 



FOOTNOTES: 



r. . 



152 



180 



AHENDANCE: * 



WEEK OF 


M 


T 


W 

— * — 


— r 

, Th > 


F 


















*- 






"'if 




















t * 








♦ ■ <. ■ 


^ 


• 



AHENDANCE SUMMARY: 
# Present (P) 



# Absent But Called (AB) 

# Unexcused (U) 



Overall Attendance 
.(E = 0 AB . A = 1 / 
I« = t AB/1 U 
U = 3 AB/2 U) 



ACTION PLANNING:- Things To Work On 



"TJFT 
SITE 



SKILLS 



ASSIGNMENTS 



IN 
SCHOOL 



V DATE 



'9t 



if. 



4 

9 



• 



fEACHEH SUMMARY: 



Please give>an overall summary and evaluation of this site 
experience, including student's present ability and future 
potential, and your recommendations in this career area. - 




IPHASE IV * 
, ^ PROJECT CAST 
^ TEACHER MONITORING AND EVALUATION FORM 



' E « excellent 
A = adeqtiate 
I e improvement 

needed 
U « unsatisfactory 



STUDENT 
TEACHER 



dnimum Of one time . 
. arise^', addition^I^TT ; 

fflonitoringr is expected, ta initiate solutions and fpllow-up on yBS^Hfef^"'>-^ ^ 



Phase IV students who ^ are performing well should be moni to^ -i ^jwaitM b^r • , -^v. 

inoiit^ in person and one time per month on the pbon'e. When pi MMfe. arise - - ^ - ^ ' 



1. SITE INFORMATION 



DAT! 



RESOURCE PERSON' 



METHOD OF- CpNTACT 



LIST duties' 'STUDENT PERFORMS: 




ARE TASKS APPROPRIATE 



IS SUPERVISION ADE 



Dlk^IES STUDENT WiLL MOVE ON ""^'fl .'' 




ATTENDANCE: "'E . 

A = lAB i = 2feu U r.r3AB/2U 



STUDENT REPORTS IN- § GETS STARTED 



STUDENT IS DRESSED APPR0PRIAt6£Y 



GROOMED APPROPRIATELY 



COMPLETES ONE TASK .§ MOVES ON 




WORKS AT ACCEPTABLE PACE. FOR JOB 
FOOTNOTES: 



154 



• -Sill' ■ 
2.V inrtWto 

> <S>*^ ' . Month of; 



ATTENDANCE SUMMARY: 



. • WEEK OF: 


M 


, T 


W 


■ Th 


































— 1 


























1 =■ ,9 





1 3. ACTION PLANNING: Things To Work On , 



# bays Present (P) . . 

# Days Absent But Called 

CAB) • ■ 

# Days Uriexcus ed (U) 



A; 



SKILLS 



4. PROBLEM SOLVING: 



ASSIGNMENTS 4 



■ ^ 



» 1 j»* 



SCHOOL 



:-.vJ... 



/ 



, ON , 

,? siteX. 



It 



DATE N 



\- "vt-. 



'0 
1^ 



DATE 


PROBLEM 


- INTERVEMfsf 




JiRESULTS/DATB^ 


S 




' ■ ■ A.; w -ft 





5. TEACHER SUMMARY: 



ERIC 
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183 



;gtcast 




Business 



% J Resource Person 



•PHASE I 
CAREER AWARENESS 
Resource Person Field Trip Evaluation \ 

■ ' ' Date of Field Trip 

School 



had an opportunity to talk about 
the effectiveness of the visi,t 
to your site. 



**/ 


RATE GROUP BEHAVIOR AS + >/ 




+ 


s/ 1 




* . 

1. 


The group arrived on time. 


- • 








2 








9 




3. 


The group's behavior and attitude 
was appropriate. - 










4. 


The teacher controlled group and 
individual student; behavior. 










5. 


The teaicher promoted student 
questioning and interest in 
the site. 










6. 


The students asked general and 
work related questions. 










7. 


The Resource Person and teacher 









yes 



no 



General Connpents (what, do you feel went well, not so well,^ and 
suggestions for?" future visits) 









•V 
















t 


■' i» 







Please return to Project CAST soon^as j^ssible in -the enclosed envelope, 
you very much for your assistance. 



Thank 



ERLC ' 



V 

r1 
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184 




Business 



PHASE II- 
• CAREER EXPLORAT^^ " 
• Resource Person Shadow/^ EvalTAfton 

Studefre^ - 



Resource Person 



School 



Date of Shadowing Experience 



RATE STUDENT BEHAVIOR AS + y/ 



1. The student introduced him/herself 
to you. 



V 

2. The student was dressed and 
groomed appropriately. 

3. Th^ student observed the employee. 

•A^*' "^^^ student had. an opportunity 
^ to try-out a. few tasks. 



5. The student asked questions 
related to the job. 



6. The student followed any 
directions given. 



7. The student's attitude and 
behavior was appropriate. 



•8. The student related wgll to 
you and others. 



9. The student appeared. interested. 



10. Your general impression of the 
student. 



ERIC 




.1 



157 



185 



A. If the student Vas a 'no show' were 
you notified in advance. 

B. Did the teacher visit the site 
during the day to observe. 



Did you and the teacher have an 
opportunity to discuss the effectivie- 
ness of this shadowing experience ■ 
for this student? 



yes 


no 













Genieral Comments (what do you feel went well, not so well, and 
suggestions concerning the student or for future shadowings 
•at your job site) ^ ^ 




Please return to i;he Project CAST ^Office in the enclosed envelopeC^ The information 
you give is. extremely useful to us, -i;he teacher, and student. Thank you very much 
fox i^our assistance. . ' 




PROJECT CAST 




Business 



School 



. "\ PHASE r and/or II 
Resource Person Guest Speaker Evaluation, 

Resource Person 

' 1?eacher 



Dat6 of Guest Speaking 



PATE GROUP BEHAVIOR AS 



!• ■ The teacher and students were prepared 
for your arrival. 
■■ •♦•> 

2. The group displayed the appropriate 
behavior and attitude. 

3. Students askled' questions related to ^ 
your business. 

4. The teacher promoted student interest 
and questioning. ' 

5. The teacher and you had an opportunity 
to talk about the effectiveness of 
the presentation for this group of 
students. 



B. 



Was your presentation mostly: 
1. demonstration 

3, lecture 

Did you discuss: ^ 



2, > visual representation 
4. a mix of the above 



1, specific aspects of your job 

2. general information about the many kinds 
of jobs at. your business site 



3. 



Comments alDOut what you feel went well', not so well, student 
interest level , any suggestions for future guest speaking events 




Please return to Project CAST as soon as pOi 



the enclosed envelope, 
assistance.' 



ible in 

Thank you very much for your 




PROJECT CAST 

CAREER INVESTIGATION/ 
RESC'bRCE PERSON /SO^UDENT Zt/ALUATION 



Student ; 



Resource Person: 



Date: 
Site: 



NOTE:; Td he completed by Resource Person at the end 
of' each site plat^ement . 



AREA 















J- 








or 




















Q) 








§ 


4J 


Q) 






















0 Q) 


•H 






Q) 


tP 


^ tj 


4J 






0 


Q) 
tJ 


15 Q) 




COMMENTS 


1 


•Q)- 


. 




§ 


* 



W«5 



AmNDANCE/PUNCTUALlTY 



Attends site as scheduled 












tf 

"Reports in" to begin activities upon 
arrival 












Calls orjiotifies when absent 








i 


: r~» ~ yr~. 

' . • y fl 

* f ' ' • 
if 



APPEARANCE 



Dresses appropriately^pn 












firoom^'d appropriately 













TASK PERFORMANCE 



Prepares tools and materials for work 












^ Finished first task and nioves to second 
or asks for more work 












Asks for help when needecjx"''"^ 












Recognizes errors and fixes them 













OTHER 



Behavior and attitude toward others:, 
co-workers 



•public 



avW in 



supervisors 



ERLC 



BehaveX in an acceptable manner when 
given evaluative comments 



Follows site rules 



160 



188 



Please list the job tasks that the student has' "learn^d-to perform on youV' site. 
Check, (v^) whether he/she cjan . do them independerttily or with, your help only. 



1. 
2. 
3. 




5 
6. 
7. 
8. 



Can do all . 
by Itis/her^ 
self. ' 



your help. 



THIS IS "NOT AN OFFER OF EMPLOYMENT. BUT. . . . . . 



If you could, would you hire ^ 

Would you be- willing to. have '■" / 

refey^ence when he/she begins lpoking,^r paid employment? 



yes 



COMMENTS:. 



i 
4 



yes 



, list ^ou'^as a job 



> no 



Please rltul^ to Project CAST as» soon as . possible in the enclosed envelope. 
Thank yo|i v0ry much for your assistance; 'V h 




Phase IV 



, • ' PRpJECT CAST . . ^- 

ON-TIIE- JOB TRAINING/T-JORK ' STUDY 
RESOURCE PERSON/STUDENT EVALUATION 



Sfddcfnt : 



Resource .Person 



Date : 
Site: 



r 



-Li:. 



A^ori?; . To he completed by Resource ' Person eit the end 
^ of each site placeTnenh . 



AREA. 



4J 
ZD 



QJ 

'a 



I/) 

I/) 

§ 



■ ATTENDAUC.F/PuNCTUALITY 



Attends site as sclieciuled 




.V' 








"Reports iiV'' to begin aqfivi ties upon 
■ arrival ... - 












C?f11s or notifies v/hen absent 













V.FPEARAMCE 



Dresses appropriately 



Groomed appropriately 



TASK PERFORMANCE 



— 



Prepares tools and ^rnaterijal s fof- .fr-^'- . '! 



Finished first task and moves' to second 
or asks for more work ^ 



Asks for help when needed _ 



Recognizes errors and fixes them * / 



OTHER 



ERIC 



Behavior and attitude toward others::- . 



co-workers 



publ ic 



supervTSors 



Bchav^es in an acceptable manner when< 
given evaluative coniincnts 



Follov/s site rules 



162 



ERIC 



3 



Please list the job tasks that the studenthas learned to perform on your 
sile. Please check ( \/ )" whether he/she can do them independently or 
with your help only. ^ . . 



1. 

2. 
3. 
4. 
5. 
6. 
7: 



J 



Can do" all Can do with 
by his/her your help, 
self. 



1 ' Which phrase Selow best describes the extent to whjch this student 
acquired job skills needed for employment? (check only one) 

The Student: 

a. has skills that make him/her immediately employable 
in this occupation 

b. has acquired many skills but s'till needs a little 
more training 

c. requires much more training berfore he/she is ready 
for employment 

d does not show the aptitude or ability to acquire. 
' the skills needed for -this occupation 



r 



163 



191 



V 



2. If you answered ^d" to qud^stiop 1, do you think that there are 

other jobs in this ^career .field in which the .student could succeed? 

' ._ o'es. J ' • • ' ■ no . ^ 

If- you- answered "yes", please specify the job tfr jobs you . . 
' ' . have in mind. '• ■ . ' > . . , ; 



i 

'-^ 



3. With regard to basic education skills (e..g. , /reading, arithmetic, 
; i, spelling, writing) necessary for the job', this student: 

a. performed as well as he/she needed to- , 

^ b. was .vJeak in Certain areas - 

>6. needs -to improve greatly in order to work, at ' ^ 
. ' this 'kind of job , ^ . 

'4*. Please assume that business or economic condi.tions permitted and that 
* 'Vdu ha^d job positions ope,n arid the authority to fill them. Which phrase 
below best describes your opfnion o^ the student. Remember we are;not ' 
asking you for a committment, • ' - ■ 

a. I would not hesitate ^to offer this student a job',;> 

b. i woiJld possibly .offer a job to the .student after he/she 

. had'more training.. • : ' . * • • - 

c. ^I v/outd not offer a job to the student because I' don't , « 
* think that he/she can acquire the necessary job skills. ^ 

d. I woul^ not offer. a job to the student for reasons, other 
than inadequate job skills (for example,, work habitsy. 



Comments: 



ise return to Project CAST as sson as possible in the enclosed envelope. 
Thank you very much for your assistance. 
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i ^ / ^ PHA$E I ' / / - ' / 



STUDENT 



TEACHER ' I ^ > ' > SCHOOL 



Sg*ecific Site Name . . . ♦ ' Date jbf F^eld -Trip 



1. ' Did you likei tjia.s sitfe? • S J 

2. Would you T.ike to' learn more about this site? V- - 
VThixrh part? " " ' , , . 

3. ' ' VThat^itypes of jobs did' you see at :this site? 

4. T^ame *se\7^al duties an eifiployee performed on ^ the job. 

','.'-* ' . . ' '. \ 

I ' f • V ' ' . • ■ 

5. Name oiie tining you- know now that you didn*t kiiow before you visited 
this site. 



•Specific Site Name ' r Date of Field Trip - 

i. Did^you like this site? 

V7ould ^you like to learn more about this site? • j, 
Which'' part? 



What, type's of job5*^^(lid you see at this site? 

Name several duties an employee performed on the job. 



imje- one thing you know now that you didn't know before you visi 
ii;s site. 



Specific Site Name . \ _ ' ■ Date of Field Trip 

1. Did you like this site? • ^ 

2. V?ould you like €o leaxn more aSout this site? ; 
Which part? ' - 

»" / ^ 

3. What tyise's of jobb did you see at this site? 



f 



^7 Nam6 several duties an employee performed' on the job. 



^ . Name -one thing you know now that you didn't know before you visited 
ERJC this site. 
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specific Site NcOis ' ' ' ' Date of Field Trip 

1. Did you like this site? 

2. Vk)uld yo-u like to' lesirn ntore' about this site? 
) TThich t^art? 



3; V;hat types of jobs did you. see at this site? 

4, N^s several duties an e:T\ploy6e /performed on the joo. 

<■'•." - ' ' . 

.5. Naxe. one thing y6u know now that you didn't know before you visited 
V this site. ^. 



1 



\- 



£r.ecific Site NaiT,e • ' D^te of Tield Trip _V^^ . 

1. Wc you like this site? * - ' <> 

2. ' VJould you like to learn more- about this site? - ^ 

. Which part? 

' f 

v;hat typ^^s of jobs did you see at this site? , 

^4.* Name several ^ties an employ^ perfonricd oxi the job. 

5..\5air.e one thing you .know now that you didn't know before you visited ^ 
"^^tjjis site. • ' 

■ H 

' ■ - • ■ . ^ . I, 
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£T.3?ii^ic Sit* Name __________ D^te of Field Trip 

1. Did you like this site? ' 

i ■ . , , s • . • 

2. Would you like to learn more^ about this site? 

, Which part? ^ f . «. ' 

3 vrnat types of jobs did yo'u see at this site? 
4. rfame several'' duties an employee performed on the job. 

' ■ ' r ' " 

Pb. Ka^.e one thing you know (now that you didn't kr^ow before yyt visited 
this site. 



STUDENT 
KACHER 



CAREER KNOWLEDGE AND PREFERENCE INFORMATION SHEET (SUMMARY SHEfET) 
\ \ / / PHASiE II: 

"^'^ SCHOOL 



6ITE, 




JOBS 



(' Circle job i;'elated to questi|bn •) 

A 

1. Did you like this job? 

2. Would you like to learn more abM^ this job? 
Which part?. 

»3. Name one thing you lik^d aboutvJ:his job. 

■ ' r • 

4, Name one thing you didn*t like about this jdb. • . > ^ 

5. Name one thing ypu know now that you didn*t ^know befcffe you visited this job. .* . 



6. .What school subject(s) would be' important to be able to do this job? 

•0 

7. Can you see yourself in ttfis job? Why? Why not? . 



SITE 



JOBS 



(Circle, job related Ifo question) 



.1. Did you likfe thi^ job? 

2. Would you like to learn more about this job? 
Which part? , ' > ' 



3. Name one t*hing you liked about this job. 



4. Name one thing you didn*t like about this job. 

'5. Name one thing you know now that you didii't know before you visited, this job. 

■ I ' 

6. What school ^ubje.ct(s) would be important to be able to do this job? 



7. Can you see yourself in this job? wh/? 



wiy? Why not? 
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-(Circle job related to question) 
1. Did ^ou like this job? - : L ' 

^2. ^9ould\you like to learn more about ^thisj job? . * ' ^ 

' Which \part? / ' , ' 

3. Name one. thing you liked about this job. - 

• ■ . ' • . ' • , 

4. Name one thing you didn't like about cthis job. . 4 

5. Name one thing you know now that "^you didn't know before you visited this job. 

6. What, school subject (s) would be in^ortant to^e able to do this job? 

^ . . <i * . 

• ■ , 

7. Can you see yourself in this job? Why? Why not? 



SIT^ ' JOBS 



(Circle job related to questio 



1. Did you like this job? 

2. Would you like to learn more about this ^ job? 
' Which, part? 

^3. Name one thing you liked about this job. 

4. Ninnje one thinf: you didn't like about Ihis job. 

5. Name one thing you know /now that you didn't know before you visited this job. 

■ . *^ 

6. What school subject(s) vwould be important to be able to do this job? 

■■ " , ^ ■ * - - ■ 

7. Can you see yourself in this job? ivhy? . Why not? 

A 

SITE ^ JOBS * , ' 



1. ^ Did you like this job? ^ (Circle. job related to question^ 

2. Would you like to jl^arn more about tly.s job? 

Which pai^? ^ . 

3. Namejone thing you liked about this job.: • 

4. Name one thing you didn't like about this job. ( ^ 

5. Name one thing you know now that you didn't know before you visited this job. 

6. What school subject(s) would be impC>rtant to be able to do^his job? 



£PJ(]] Can you see yourself in tho^ job? Why? Why not? 

h n i miffmiiT i iiii i in • 9 1^0 J. ^7 U 




PHASE III 



PROJECT CAST 
CAREER INVESTIGATION 

Student Evaluation Form 



Date 



STUDENT 
TEACHER 



SITE 



RESOURCE PERSON 



DIRECTIONS: Teacher should read an 



^"•^^plain items f marking 



resppnses when appropriate. 



SITE EVALUATION - What did you do? 



I tried many different job tasks. 

\Vhat job (or jobs) did'you learn to do?^ 


yes kind of no 


The RP seemed interested in teaching me. 


yes , kind of no » 


The people at the job treated me like an adult ^ 


/ yes kind of ■ no 


. I would recommend t\\ist site to a friend. 


yes- kind of no 


2. OCCUPATIXDNAL KNOWLEDGE - How much do you know about this lob? 


How much does this job pay to start? ^ 




What school subjects are impo:]rtant in. this job? 




What special training do you need ,to get this -job? 




What special license certificate do you need 
to get this job? t . 


V ' , ' 


r How much experience do you need to get this job?; % 


~ ■ '. 


Is this a Union job? ' . 


) • 


Where else could you work and do this same job? 




Do you think there will be many job openings 
in this career when vou are out of school? 


yes some no 

^ ' V- 


r-irrlft all thft words that seem to^'fiTlEhis lohx YOU MIGHT WORK ^ ';' 
alone with other people day-time night-time,. inside outside 
Sunday Monda/j^: Tuesday Wednesday' Thursday Friday Saturday 
Holidays fast slow busy lifting sitting staj^tdii^g bending 


3. \CAREER EVALUATION - Do you like this. ^ job? 


Name two things that you >LIKE about this job. 




^ Name two things 'you DON'T* like. 


_: f — 


Do you like 'this job enough to work 

full-time every day. ^ ■ 


yes king of no 

( ^ 


Would you like to do thi^ job Ls a 
. Phase IV student? 


yes kind of 'no 



ERIC 



169 



197 





very 
good 


need to 

improve 
^ — - 


poor 


" ^ •■ 

SELF EVALUATION - How w&ll do you do? 




* n 


^ I ■ . 


I attend site re^larly. ' — * 




** 




I report in and get started right- away. ^ 




• ' ' 




I call the teacher and RP when I 'nu absent'/ 








I come 4resse"d properly for my job. - ^ • • 






V 


1 am always cxean anci gxoomttu pxupcx ±y . 








I can go get the .materials I need to 
do a speciric rasK., 








When -1 tini\ii one rasKy i move uii lu 
another or ask for 5,omething else to do. 


. *^ 

a " > 






I ask tor neip wnen i neea it. 


■i-. 


- 


- 


I check my own work and make c ofr recti onsk^ 
when! see' mistakes. . ^ 


V 






I have acceptable attitudes/ d en aviors uuwax*^. 

* ** * ^ ■ . 
CO— womcrs. *• * 








piib lie or^ customers 


/ 




• 


^ supervisors 








I listen, carefully when someone in 
charge corrects my wotk. 






r 


I roiiow ail ruies lor btiicLy, ±uiiuii uxco-n.^, 
and other things. ' . ^ 








I can work as rast.as tne otner worK.ex:>. 








I can do this job right now as well as 

the paid employees. . • ^ 




* 




With more .training I can da this job 
as well as the other workei^s. 




" 





V 
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I PHASE IV 



PROJECT CAST 
ON-THE-JOB TRAINING 
Student Site Evaluation Form 



Date 



STUDtNT_ 
TEACHER 



SITE 



RESOURCE PERSON 



DIRECTIONS: Teacher should read and explain items, marking responses when appropriate. 



1.' SITE EVALUATION - What do you do? 



The RP seems interested in teaching me. 


yes kind of no 


People at the site treat me like an adul^. . 


yes kind of no 


- I have tried several job tasks. 


yes^ kind of no 


I have learned things I didn't know before. 


— k ' — 
yes, kind of no 


What job (or jobs) do you do now?^ 




I would recommend thisL^site to a friend. 


yes kind of ^ no 


2. OCCUPATIONAL KNOWLEDGE - How much do you know ^ut this job? 


^ What could you learn ih school that would help 
you do your job better? ' 




\ Where else could you work and do this same job? 


— : 


What are some safety rules at work? 




If yoiTkeep working at this place what other ^obs 
could you advance to? 


St 


What extra training or experience would you need to 
advance in this job? ^ 




' Who is your boss and what is his/her job title? 




Who is your boss' supervisor and what is his/her 
job title? , 

k 1 




Who is in charge of the whole business? 


> 



Circle all the words that could fit your job. YOU MIGHT WORK. ' 

alone with other people day-^time night-time inside outside 

Monday Tuesday Wednesday Thursday Friday Saturday 
fast slow busy lifting sitting standing bending 



Sunday 

\ 

Holidays 
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3. CAREER EVALUATION 



Name two, things you LlKEtJabout this job; , 






Name two things you DON'T like. \ - * - ^ . 


When you finish your Phase IV experience, would you: 

Try to keep this job. ^ - ^ 
Look for the 'same job in a different place. - , 
Look f&r a different job. 


ye5 
yes 
yes ' 


no 

no ^ 
no ^ 


. - ■ ■ — ^7 — — -r- — ^- ^ — 

Whaft Qther jobs do you think you are abXe to do . right now? 

; ^ : ill* ^ , 







In what job would yoU like more training? 



4. SELF EVALUATION - How well are you doing? 



(RATE YOURSELF BY CHECKING THE COLUMN , , ^ 
THAT BEST FITS YOU.) . ^ • 

I attend work regularly. .\ . / ^ ^""v 


yeryV 
good, ' 


• meed to 
> r ' - improve 


poor^ ' 






>• 


I report in and get st&.rted right away.. - 








I call in when I'm absent. , *- 








I come dressed properly *for my job.. 








I am always. clean and ^groomed properly. \ 








I canigo get the things I need to' do my jobs. 








-When I finish one thing, I iiove on^to another 
or ask for Something «lse t6-:do. V" . • 








'■\^ . . , " • 
I ask for help wheij. I need it. ' - 7 \ / 








I check my, own work ^d fix any mist(akes. / y 








I haye a good attitude and behaviOT at work. 








f - . * ^ — \ — ' ~~ 

-t^ir^^ten when my boss corrects my vrork. 








.1 follow all rules (sa,fety,' lunch breaks, etc.). ' 








I can work as fast as the other workers. 




— ^ 




I can do this job as well as the other workers. 








With more training, I could do this job as well as 
' the - Other workers. . 


I 


) 


1 



T 
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PHASE' I' SURVEY " J 



BECAOS? OF PROJECT CAST: / / 



I think 
this is 
mostly / 
true 



; I think » 
this is '? 
mostly 
not true 



1. I like going to school more than I used to.' 



♦ V 



2. I know more 'aBbut the world of work than 
I learned 'before. * 



'2, I have started to learn about many different 
' kinds of jobs. « 



4. I became- more aware that jobs have many duties. 



5, I talk with my parents about different kinds 
-of 'jobs. , * ' 



.. 6. I. feel better about myself. 



7. The program was worth my time. 



V 

,8. Project CAST 'was: 



Better than , 
my past school 
experiences 



Tlie same as 
my past school 
experiences 

7 




Worse than 
my past schoo 
experiences 



201' 
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TEACHER 



' / 
SCHOOL 



202 



STUDENT 



TEACHER 



SCHOOL 



T 



■ PHASE 11 SURVEY * 



BECAUSE OF PROJECT CAST: 



I think this 
is mostly • 
' true 



I think this 
^ is mostly 
' not true, . 



l." I like going 'to school' more than I used to. 

r 

'• 2. I know more about t)|^ world of work than 
I learned before. ^^ '^ 

3. I started learning about specific jobs. 

i\ .1 learned a lot about working with 
^ other people. \ 

' 5.,, i started to learn about what kinds of 
, job3 t like, 

6v ■ I started to learn about what l^inds of ' 
' : ^ jobs rdidn;'t like. 

' yj, . I learned that some of my school classes 
• ■ ' are necessary {or the, type of jobs I liked. 

; ; 8. I . worked closer with my teacher. 



,. 9; I talk with my parents about what' kind 
^ of job l would like more than , I did before. 

.; 10. , I feel, jjetter about ^myself. 

Hi; The programVas worth my time. , , , 

. 12.- The people at the sites took an interest ; 
; • -.'in helping- me .do and understand the job. 



i(i3 



apw^Proiect CAST was; 



.Better than 
my^past school 
' experiences 



V 




* I 



/ 



The same ap , Worse than' 
my past school my past school 
experiences experiences 



PHASE III/IV STUDENT SURM 



BECAUSE OF PROJECT CAST'. 



1. ' I, like going to school more than 

I used to. 

2. I, know more about the world of 
work than I did before. 

3. I was able to go to the sites ■ 
that I wanted. 

• • i 

4. I started getting skills I 
could use to get a job. 

5. I learned a lot about working 
with other people. 

6. I woSrked' closer with my teacher, 



i\ ■ 

I ffink this . t think this 

is mostly, is mostly 

tf , true. not true. 



8. I talk with my parents abdiit 
what kind of job I would like 
more th^ I di^ before. 

9. I have a better idea aboit 

what I want to do when l|graduate. 

10. I ^feel better about myself. ^ 



1) 



I will toe a^better dhance of , 
getting a job. . 



1' 



295 



206 



/ 



11. The program was worth my time. 



12. The people at the sit«s took 
an interest in helping me do^ 
and understand the job. 



Better than 
my past school 
experiences 



The same as , Worse than 
my past school my past school 
experiences experiences 



0» 



13. ' Project CAST was: 



NAME 



SCHOOL 



DATE 



A 



o 
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CAST JOB TITLES 

Some sites for jobs in the following areas have already been 
■ developed. Additional sites will be developed whenever possible, 
SQ encourage your students to request any job that truly interests 
them. The asterisk (*) indicates difficulty in obtaining place- 
ment. For your information and reference, a breakdown 6f career 
cluster^^ from the JOB-Q Dicticmary , and a sample list of types 
^of businesses participating in Project CAST have been provided. 

( ■ ; ■ ■ • 

ANIMAL CARETAKER 

kennel c 
horse, farm 

livestock • . w 

veterinary assistant 

' V . " . • ' . ', 

APPLIANCE REPAIR ^ 
tv repair r , 

ART§ AND CRAFTS/FINE ARTS ^ ^ . . . . . > 

cerainiQS . ^ * ' 

sign graphics . * 

florist . •/ 

^- jewejery repair . ; . 

taxidermy 
photography 

.* AUTOMOTIVE 

salves person 
parts clerk^ 
tire service attendant 
service station ,('pump) attendant 
auto body repair 
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BEAUTICIAN ' , 
"observe*' only 
help with stQcking ^ 

' . . ( 

m 

CASHIER • 

grocery* 

department store 
specialty store 
counter person (food) 
drug store 



CHILD CARE 

teacher' s* aide 
* bus aide 

day care worker 



J 



■ CLERICAL 

secretary assistant 
mail room clerk 
♦ switchboard operator 
collator 

♦ construction:, (i^biiityl^' 
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CUSTODIAL/HOUSEKEEPING 
school 
store 
business 
' * restaurant , 
fast food 
motel/hotel 
nursing home 




DRIVER . * 
local 'delivery assistant 
J 

'ENGINE REPAIR - Otlier - 
boat ^ 
lawnmower' 

ffl 

FOOD SERVICE ^. / ■ 

cook assistant 
wait er /^aitress 
busboy 
dishwasher 

counter person ' 

HEALTH CARE - 
nurse aide in nursing home 
veterinary assistant 

HORTICULTURE 

greenhouse worker 

LABOR " ^ ■ 

water treatment plant operator 
sewage line repair and maintenance 
highway maintenance 
* golf course maintenance ^ 

plant maintenance (school/hotel) 

MOTORCYCLE REPAIR 

PRINTING 

pressroom assistant - • 

> 

RECREATION 

school PE aide 

spa attendant • \ 
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large department store (which area?), 

small specialty store (clothing^ shoes, sport 

' records , cameras , etc, - which one?) 
large grocery store (which area?) 
* small grocery store 
drug store 

lumbe^ yard - 

home. center store 

warehouse * , 



4 
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SAMPLE LIST OF TYPES, OF BUSINESSES CURRENTLY WORKING WITH PROJECT CAST 

A ■ 



Airpor^t 

Appliahce and Hardware Stores 

Auto Body 

Auto Electric 

Auto Mechanics 

Auto Parts\ ^ ^ 

Bakeries \ 

Banks 

.■ - • \ 

. \ "i 

Board of Education ^ 
Boat Sales 
Book Stores 
Bottling Company, 
Bricklaying 

Business Supply Company , 

Butcher » * 

Camera and Photography Equipment 

Car Dealerships 

Carpenters 

Carpet and Drapery Company 
Car Wash 

Child Care Centers 
CJLeaners , « 

Tlerical/Secretarial 
Clothiers 
Commercial Art 
Commercial Signs 
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Conduction 

■ X-f- ■ 
Convenience Stores ' 

Court House 

Dairy 

Dentist 

r Department of Public Works 

Department of Transportation 

Department of Sanitatio|i 

Department Stores 

Drug Stores . 

Electric Company > , 

Electricians 

Environmental Management 
Farming 

Fast Food Service 

Fire Department ■ 

Fitness^Centers* 

Florists . 

^Forest Service 

Funeral Homes 

Furniture Companies 
' Gas Stations 

Glass Companies 
^ Graphic Art Company 

Grocery Store Ch^ns 

Hair Stylists ; 

Health Department 



'.' SAtoLE LIST OF TYPES OF BIJSINESSES 

. ■' . ■ / . ' ^ 

Heating and Air Conditioning 
j Hospitals , . 

Jewelers ' , ' 

Kennels ' • ;' 

Landscaping . ' * • \ 

Laundries\^ ' • 

Law Enforcement Agencies 

Law Office \ ^ 

; • . . . ^■ 

■ Leisure and Recreation Organizations ■ 
.Libraries '"^^ 

Lumber Company ' 
Marinas ' ' 

I , ■ 

' Marine Research Lab > 
Metal and Scrap Company , 
Military 
Newspapei;s 
--.^^Jlhifseries 
Nursing Home ' 

Oil Company ' * 

; ' Painters . ' 
■Paper Recycling 
, . Parks, and Recreation 
' Pest Control 
Pet Stores' 
Ph6ne Sales ♦ 
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Post Offices 
Printing Compares 



) 



CURRENTLY WORKING WITH PROJECT CAST 



Radio^ Station - 
Real Estate 
■ Rescue Squad ■ , 

Regional Parks- i 
Restaurants 
. . Roofing 

Sand and Gravel Company^ 
Sheet Metal 
Shoe Sales 

Spefiality Shops ^ 
storage Company , 
. Surveyors 
Taxidermist 

19 i . I 

■ \ 

Telephone Company 
Tile and Carpet Installation . ; 
Tire Company 
'Truckers ^ 

Truck and Large Machinery Sales and Repair 
^ TV Station 
Upholstery . 
Used Car Safles 
Veterinary Clinics 
Warehousing , and distribution Centers 
Welding / 



00 
H 



Wildlife Administration 
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nFTEEN OCCUPATIONAL CLUSTERS 
The U.S. Office of Education Kas^grouped all jobs into 15 differentWoups called clusters: 



^elow arrthe 15 clusters and some careers in each cluster: 



Are your careers listed below? If not. in which clusters 



^ou think they belong? 



AGRICULT^URE 
(AGRI-BUSINESS) 




BUSINESS & 
OFFICE 



Farmer "^^^ Accountant 

Wildlife & Conservation Technician Computer Programmer 
Agronomist Bank Teller 




Horse Breeder 
Agricultural Engineer 
' Entomologist 

PUBLIC SERVICE 

Teacher ' ^ 
Lawyer 
Armed Forces 
Fire Fighter 
F.B.I. Agent. 
Census Clerk 

HOSPITAUTY& 
RECREATION 

Stunt Man« 
Recreation Specialist 
Hotel Manager 
Ski Instructor 
Professional Athlete 
Chef 

MARINE SCIENCE 

Fish Culturist 
Oceanographer 
Aquanaut 
Hydrologist 
Marine Kologist 
Research Technician 






TRANSPORTATION 

Airplane Pilot 
Cab Driver 

Air Traffic Controller 
Merchant Marine 
Truck Driver 
Steward/Stewardess 




Receptionist 
Bookl^eper 
Insurance Underwriter 

NATURAL RESOURCES 
& ENVIRONMENT 

Urban Planner 
Forest Ranger 
Geodesist 

Sociologist I 
Soil Conservationist 
Environmental Engineer 

MANUFACTURING 

Tool Designer ^ 
Millwright 
Electrical Engineer 
Machinist 
Foreman 

Sheet Metal Worker 
PERSONAL SERVICES 

Tailor 

Waiter/Waitress 
Travel Guide 
Cosmetologist 
Marriage Counselor 
Masseur/Masseuse 

CONSUMER EDUCATION 
& HOME ECONOMICS 

Homemalcer 
Dietician 
Credit Manager ^ * 
Home Economist 
Nutritionist 

Consumer Affau^ Manager 



HEALTH 





0 



Medical Technician 
Practical Nurse 
Audiologist 
Veterinarian , 
Physical Therapist 
Dental Hygenist «r 

COMMUNICATION 
& MEDIA 

Television Producer 
Technical Writer 
Gifaphic Artist 
Cameraperson 
Stage Hand 
^sc Jockey* 

^MARKETING & 
.' DISTRIBUTION 

Market Researcher 
Mail/Stockroom Clerk 
Salesperson 
Retail Store Manager 
Statistical Typist - 
Newspaper Circulation Manager 




CONSTRUCTION 

Carpenter 
Surveyor * 
Pipefitter 
Stonemason 
Draftsman 

'Architectural Engineer 

FINE ARTS & 
HUMANITIES 

Qothing DesipiW 

Historian 

Astronomer 

Cartoonist 

nayright 

Opera Singer 
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V TOIViMR^ BY CLUSTERS 

(A UST dF SELECTED JOT titLSS WHERECM PROSPECTS ARE Goboi 

(As used in THE OCCUPATIONAL OUTLOOK HANDBOOK) 




ART. DESIGN MID COMIVSUrOI- * 
CATIONS D&CUPr.TIOi"l*S - 

Architect 

Artist. Ct»ninnercl6l . . . - 

Display ■w'orkBr . j . • 

iRor.aJ designer 

Industho^dcslgner • 
Intfirior desioner 

IrterprtJt^* •., •? . 

lendscape arcHitect 

Musician 

Newspaper repopvcr. ^ v , • .* 

PnoU>orap*»cr. : . ♦ 

Radb announcer 

R-nrer . . » ' • " 

Tetevisi'vi aprburicer 

Tecfitjicdl' writfer 

co?:f?7iiUaT!c:ri ::ct:ir^vvna;^v:y 

Bncklayer ■ ^, \ 
Carpenter . " 

Ccnncnt nason . ^ . „ 

Constructon oboiir 
DrywaM installcir and finisher 
E«ctricia,a bonstruction 
' fctevBlor corstrvjctor . 
Floor covfenng instailers 

lnsulatioq;¥yorker ' , 

IrpnWOffcii^O * ** . • 

Marfote setter . , - : , ^' 

Operaijnij Engineer 
Pa'mtefJ 
Papfirtian^ 

Plasterer. ■ , . '".y'^: 

PUmibcr Bnd pipefitter 
fk)Qfer' . 
Sheet-ma talM'Ocker 

•^Stonemason ii i' •, • ' • ' ' ♦ 

'Terr8220.v/orker - :" ;• " 
'Ti!esatter • • ^; 

EDUCATION biQh:UPATI0N5 

•Goltegeiilcacher ■ -."^ • / 

Elementary teacher ^* ' 

lOodergarten teacher 
Lorarian 

LiPrary technician. 
Secondary teajciier * 
Teacher Aide 

HEALTH OCCUPATIOnia 

Audidogist 

iCniropractoi^r > ' 
Dental assistant' 
.Denial hygienist 
Dental taDor^tdry technician 
Dentist 4 • ; • . 
D«tician 

D.f pcrising oipticicn 
Etectrocardtograph lethnolouisi 
Ei3Ctrccardiooraph tcchniciafi: 



HEALTH OCCUPATIOMS 
(COWTJ 

Ektetroencephalogra^ic technologist 
Etec^roencephalpgraphic technician 
Emergency medical .technician 
Health service administrator 
Licensed practical nurse ' 
Medical laboratory worker 

lical record adfpinistfator . 
Memtaf record technician 
Medical record clerK . 
Nursing aide . . ^ 
Nursing attendant "•■ 
bccupotional therapist 
Dccupationol therapy a^str.tant 
Orderly ' ^ _ ' . 

Qpterating room techirucian , ^ 
Ojftometric assistant 
■pptomethjil 
Osteopathic physicKan. 
Pharmacist 

Physical therapist assistant 
Physical therapist / . • / 
Fliysician 
Podiatnst 

Radiologic tecrinolooist 
Registered nurse V . 
Respiratory therapy worker ^ 
Speech pathbldgiBt / 
Veterinarian , - 

INDUSTRIAL PRODUCTIO 
bdCUPATtOMS 

AJI-round' machinist • . 
Assemt^r ' ' 
' Automobile painter ' 
Bihdery Worker ^ " 

Blacksmith . - • ^ 

BlUe-doillaK worker supervisor 
BOil^rmaking worker 
Boiler tender . 
Bookbinder. 
Compositor 

Corenwkar * ^ - \ ^» ' 

Electroplater ' 

Eiectrotyper 

{pcgg^^^ worker 

FurrljtOPeiiphQjgter^ ; 
» inapiittoi; jrt^nuf^tiioagli;*^^ 
: Ih^trufncnt nnaker ■ , " 
\ Lithographer . 

Malchine tool operator ;' ' 

Machthing worker 
.MHIvvright 

Mblder 

Motion picture proiectionist 
Ophthalmic laboratory technician 
Patternmaker 
Photoengraver 

Photographic laboratory worker 
Power triick operator 
Printing press ioperatbr 
Production painter 
Setup worker 
Stationary engineer^ 



INDUSTRIAL PRODUCTION . 
OCCUPATIOrJ CCONT.} 

Btereotyper * . 
. Tod-and-diefnaker 
» .Water treatment plant operator : 
•WeWer ' V , * 

JllECHArJICALAn:P REPAIR 
OCCUPATI0W8 ■ 

; Air-conditK)ning mechanic 
Appliance repairer 

AutOHDobile body repairer • , 
Automobile mechanic/^ . ' 

Boot-engina mechanic 

Bowiing-pin-mechine mechanic * 

Bus mechanic 

Business n>achihe repairer 
/ pom((ut«r service technician ^ ♦ 
• - OieSeUp^chanic * ^ ^ 

Etactnc. sign rf^pairer 

rami equipment meciianic »' 
Industrial rhachinery repairer 
Jnatrumei^i repjainir , • •• 
»Jewplpr ■ . . , , ^ 

• Locksmith" , ' \ , 
Maintenance otectrician 
Motoitiycle mechanic - 
, broan tuner andTepiairer ; 
Pitfho tuner and nspaiper 
Ftadk) 6afvk:e teokinician ; ^ 
Shoe repairer * 
' Telephone Central office craft worker ^ 
telephone centrel office eiquipnrient installer 

rRfie irtsUllcr' \ • 

TjBlephppe c^^ spliceF 
^ Telephone ^ PB)t ipstaBer 
Television service technidag ■■' '. . 
Truck mechanic • • ' r 
Vending nrwchine mechanic ' * V 

Watch repairer . 1 J| V 

OFFICE OCCUPATIONS ; 

Accountant 

Actuary • <» • ' ' 

Advertising worker 
Bank clerk 
Bank officer 
Bank manager 

'Bar^ tetter >/ •• 
Broker; Jn$urince • 
Buy^' 

Cashier- > .. . ."• f 

City nnanager 
aaim representative 
Collection worker v 
0btte90.8tudent personnd work^r^^ * 
Computer operating worker , ^. ; * , > 
Credit nrwnager 
hieclerk 

Hotel bffice clerk ' • ^ , 
_,^^Hotel manager 
^ ^Industrial traffic manager^. 
InisurancQ agent 
Labor relations worker 
Lawyer 
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OFnCE OCCUPATIONS ICONTJ 

Mnrkotmg resyrch woHttr 

Off»ce mochine operator 
^Personnel relations ^Morker 
pPostaJ clerk 

Proorenvner » 
•Publtc relations woHier 

Purchasirtg ajjent 
I ReceivinQ oerk 
.ReceptioniBC * * 

Secretary 

Shipping Clark 

Statifiticarclerk 

Stenographer 

Stock clerk ' 

Systems analysts 

Typist " ; 

Underwriter . 

Urtw^ptonnor > 

SALES OSCUPATIUMS 

.Agent, Real Estate . 
Agent, Travel 

Automobile parts counwr worker > 
Automobile sales worker 
Autonrwbtle service B<Jvi»or 
Gasoline. Serv'ice station attendant 
Manufacturers sales worker 
Model ' ' 

Retail trade sales worker 
' Route drivep 
Securities Bales worker 
Wholesale trade sates worker ^ 

SCIENTIC mo TECHNIC/^ 



CCCUt^ATIOMS 

Aerospace engineer 
Agncultural eegincer 
Astronomer 
Biochemist 
Biomedical engineer 
Broadcast tochnict^n ' 
, Ceramic engineer 
Chcmicatcngincar 
Chemist 
Civil engineer 
Orafter 

Eiecthcal engineer 

Engineering techniciah 

Engineer 

Food scientist ; 

Forester 

Forestry technician 
Geok^gist 
Geophysicist 
Industrial engineer 
Life scientist 
Mathenvitician 
Mechanical engineer 
Matalkjrgicat engineer 
Meteorologist 
Mmmg engineer 
Oceanographer 
Petroleum engineer 
Physicist 
Ftenge manager 
Science techniciarf 
Soil conservationist 
Soil Saev}tjet 
StatisCi^ 
Surveyor . '••^ 



( 



SERVICE OCCUPATIONS 

' Barber 
Bartender 
Bel^wp 
Belt captain 

building custodian ' 
Chef 

Coristructipn inspector x v . 

Cook . , ■ 

Correction officer 

Cosmetok)gist 

Oiniiig room attehdont 

Dishwasher 

Embalmer 

F.B.I egent 

Firefighter 

Food counter worker 
Funeral director 
— rGllSrd 

Health inspector 
Hotel housekeeper 
Mail carrier 
Meatcutter 

Occupational safety arxi healU) worker 

Pest controller 

Police offiper^ 

Private household worker 

State police-officer 

Telephone operator 

Waiter 

Wnitress ' * 

SOCIAL SCIENTI3T 
OCCUPATIONS 

Anthropologist 
EconoaMSt 
Geographer 
Historian 
Political scientist 

Psycholofjist , . 
Sociologist 

SOCIAL sEavscr o::citPAv:CT: 

College career planning counselor 
Colleyo placement counselor 
Collegfl student personnol worker 
Cooperativfi extension service vrtjrker 
employment counsek»* 
Hone ccocaniist 
Homemaker-home health aWe 
Leisure iservice wciier . 
Min'Ster. Prutestant 
Park service worker ^ 
Priest; Roman Catholic 
Robbi 

Rrcreation service worker 
RohabilitaEtion counselor 
School counseksr 
Scctat service aide 
Social worker 

TRArJSPQRTATIQM 
OCCUPATIONS 

Air traffic controller 
Airplane mechanic 
Airplane pitot 
Brake operator 
Conductor 
Flight attendent 
Intercity bus driver 
' Local bus driver 



TRANSPORTAtlON 
OCCUPATIONS CCDNT.) 

Local truck driver 
Long distance truck driver 
Morchont marine officec 
Merchont morine sailor 
Parking attendant 
Passenger cgent 
Resorvatkwi agent 
Station agent 
Taxicab driver * , 
Telegraph operator 
Telephone operator 
Ticket agent 
Tower operator 



FAST GROWING 
OCCUPATIONS 

Accountant 
/^to n^hanic 
Bank officer 

Bookkeeper • *^ 

Carpenter ^ 
Computer operator 
Construction-Machinery operator 
Construction laborer ' 
Cook and Chef 
CosmetoloGtst 
Cental hygienist 
Orafter 

Engineering science technician 
Health services administrator 
Heating/ Air/Refngeration mechanic 
Industrial machinery repairer 
Insulation worker 
Insurance agent 
Lawyer 

Machinist ' 
Marketing rasearch worker 
Medical technician (omorgercYl 
Nurse (registered) 
Occupbuonal therapist 
Personnel/Labor relations worker 
Pphce. Officer 
Real Estate salesworkor 
• ^,;,,£guil sal3Svvorker . 
"'Secretary/ Stencgraphcr 
Sewpr-Ploni operator 
Social worker 
Teajhers' akie 
Truck driver 
Wckler 
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